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1&1® WEB HOSTING 



"Working with startup companies on a tight 
budget my clients know an online presence is 
needed. I use 1&1 exclusively to satisfy their 
requests for reliable hosting at affordable rates.' 

Lance Ochs, www.vacantpixels.com 
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features you need in a hosting package! 



Domains Included 

.illfo .Of 9 AH hosting packages include domains, 
free for the life of your package. 

Unlimited Traffic 

Unlimited traffic to all websites in your 
1&1 hosting package. 
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Developer Features 

Extensive language support with PHP 5/6 
(beta) with Zend Framework and git version 
management software. 

Online Marketing Tools 

SEO tools to optimize your website. 

1&1 Webstatistics makes it easy to monitor 

your progress. 

Green Data Centers 

're committed to hosting your site with 
linimal impact on the environment. 



1&1® HOSTING PACKAGES 

6 MONTHS 

FREE! 



1&F BUSINESS PACKAGE: 

■ 3 Included Domains 

■ Private Domain Registration 

■ 250 GB Web Space 

■ UNLIMITED Traffic 

■ NEW; Version Management 
Software (git) 

■ 2,500 E-mail Accounts 

■ 50 MySQL Database (100 MB) 

■ 25 FTP Accounts 

■ E-mail Marketing Tool 

■ 24/7 Toll-free Customer Support 






Need more domains? 

.info domain only $0.99 first year* 

.com domain only $4.99 first year* 

More great offers available 
on our website! 




Get started today, call 1-877-G0-1AND1 



www.1and1.com 
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"I have a 24 hour drive between 

where I live and where I go to school. 

When I plug in my CarMD and get the 

green light, I know I'm good to go." 

—Joanna R., college student 



CarMD® Vehicle Health System I $119.85 I www.carmd.com 



Great Gift For Car & Truck Lovers! 

CarMD® Is Now For Both Mac & PC 



On Valentine's Day, you don't want to 
forget to make dinner reservations for 
that special someone and you don't want 
your car to break down on the way there. 
Help avoid the latter thanks to the 
CarMD® Vehicle Health System™. This 
handy device can detect if your car's 
headed for a breakdown before it shows 
its first symptom. And when that 
dreaded "Check Engine" light's on, just 
plug the device into your computer and 
tap into CarMD's extensive online data- 
base to find out what's wrong and what 
it will cost to fix the problem— a great 
way to keep your mechanic honest. 

How It Works 

When your car's "Check Engine" light 
appears, or even before, plug the CarMD 
handheld device into your vehicle's Data 
Link Connector (DLC). The DLC is a 
small port found right under the dash- 
board on all 1996 and newer vehicles. It's 
the same place your mechanic plugs in 
his expensive diagnostic tools. Not sure 
where to look? Visit www.CarMD.com 
to search by year, make, and model. 

In seconds, CarMD beeps to confirm 
the test is complete. Then the tool's built- 
in LEDs let you know how severe the 
problem is (Green = OK, yellow = possi- 
ble problem, red = service required). A 



yellow light can even help you catch a 
hidden engine problem before you're 
miles into your next road trip. 

To learn more about your car's prob- 
lem, connect CarMD to your computer 
using the included software and USB 
cable. CarMD customers gain free access 
to an extensive online database (www 
.carmd.com) that helps diagnose the cause 
and estimate what repairs should cost 
down to fair parts and labor in your re- 
gion. The reports can be used to help do- 
it-your-selfers with repairs, and give you a 
bargaining tool with your mechanic. 

Features 

The CarMD Vehicle Health System 
is now for both Mac and PC use. 
CarMD has also made substantial en- 
hancements to its online portal, in- 
cluding helpful Vehicle Health Matters 
content and how-to videos for drivers. 
CarMD customers also now receive 
Staying Healthy information, including 
maintenance reminders and FREE ac- 
cess to see all of the safety recalls asso- 
ciated with your registered vehicles. 

CarMD also includes lifetime software 
and firmware updates that mean the 
CarMD device you purchase today 
will work on the car or truck you invest 
in tomorrow. It also includes toll-free 



(888.MyCarMD) access to Automotive 
Service Excellence technicians to provide 
a diagnosis by phone when you can't get 
to your computer. For more information 
or to purchase, visit www.CarMD.com. 

Why Everyone Needs CarMD 

• CarMD works on 1996 and newer 
cars, light trucks, minivans, and 
SUVs— foreign and domestic. For 
sale in the U.S. only. 

• Covers model year 201 1 vehicles, in- 
cluding clean diesels and hybrids. 

• Lifetime updates mean the CarMD 
tool you buy today will work on the 
car or truck you invest in tomorrow. 

• CarMD includes toll-free (888.My- 
CarMD) access to ASE Certified 
Techs for diagnosis when you can't 
get to your computer. 

• Give the gift of peace of mind this 
Valentine's Day. 



CarMDi 



FOR THE Ml i- OF YOUR CAR 



Hurry, limited quantities available! 

Smart Computing readers get 

$15 off. Purchase online at 

www.CarMD.com 

use promo code: SMART021 1 

Offer good 'til 04-30-2011 



* U.S. Patents: #6,687,584, #6,941,203, #6,947,816 
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Customer Service 

(For questions about your subscription or 

to place an order or change an address.) 

customer-service@smartcomputing.com 

(800) 733-3809 

FAX: (402) 479-2193 



Editor's Note 



To make a payment 
Smart Computing 

P.O. Box 85673 
Lincoln, NE 68501 -5380 



I'll admit that my initial reaction to Twitter (www.twitter 
.com) was to predict an early demise. The service, which 
lets people send short messages to friends, fans, and 
colleagues, seemed (to me) to be too casual to be useful 
in a business setting. The "tweet" didn't even have a 
subject line, as email does. And what was wrong with 
email, anyway? 



General inquiries 

Smart Computing 

P.O. Box 82545 

Lincoln, NE 68501 -5380 

Authorization For Reprints 

(800) 247-4880 



That said, I came around as soon as I saw the speed with 
which professionals picked up Twitter and used it to com- 
municate. Other social networking tools, such as Facebook, 
have also lured in pros who take advantage of these services 
as tools to reach clients, colleagues, and strangers. Businesses 
are trading a certain amount of formality for efficiency. If 
your company is ignoring this trend, now is a good time to 
test the waters and see for yourself whether email really is 
the only "new" communication tool you need. 

By the way, one answer to my question about email recently 
came in an announcement from Facebook. The social 
networking giant deems traditional emails too formal and 
offers a streamlined, subject line-free version of email to its 
members. I'm not convinced that email is too clunky for 
business, but I'm not ignoring new technology, and neither 
should you. Dig into this month's feature articles to get 
up-to-speed on social networking and your business. 
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Computer Support ■ 



SmartPeople Computer Support 
(800) 368-8304 

Online Request: 
www.smartcomputing.com/techsupport/contact.aspx 

Mon. - Fri.: 8 a.m. to 8 p.m. (CST) 



Corrections/Clarifications 

On page 14 of the December issue, we mistakenly 
advised readers to install the most recent version of 
Windows (Windows 7) before installing an older 
version (such as Windows XP) to create a dual-boot 
PC. The reverse is a better approach: Install the 
older version OS before you install the new OS. 



Technology News & Notes 



Compiled by Christian Perry 



DESKTOPS & LAPTOPS (PCs; 



Lenovo Puts The PC 
Focus On Multimedia 



M 



ost modern desktop and laptop 
PCs serve as passable multimedia 
hubs, but some models are tuned 
specifically to deliver high-quality con- 
tent creation, viewing, and listening. 
That's the concept behind the new Idea 
line from Lenovo that includes two new 
laptop models and one new desktop. 

The Lenovo IdeaPad Y460p and 
Y560p laptops (starting at $849; 
www.lenovo.com) represent some of 
the first computers sporting Sandy 
Bridge — the platform behind Intel's 
second-generation Core proces- 
sors — and include up to a 750GB 
hard drive and up to 8GB of DDR3 
(double-data-rate 3) 1333 memory. 
The 14-inch Y460p and 15.6-inch 
Y560p also feature RapidDrive, 
which combines a 32GB SSD (solid- 
state drive) with a traditional hard 
drive to deliver high speeds for the 
operating system along with conven- 
tional storage for other content. 

These 16:9 widescreen laptops also 
boast the Windows 7 Lenovo En- 
hanced Experience, the Lenovo-exclu- 
sive certification designed through 
joint engineering between the com- 
pany and Microsoft to provide up to 
33% faster boot speeds and 50% faster 
shutdown speeds. In the multimedia 
department, the laptops' OneKey 
Theater enhances the display and 
sound during movies with a single 
button press (modes include Normal, 
Movie, and Intelligent, which switches 
automatically depending on the 
content you're watching). Both 
models include Dolby Home Theater 




Lenovo's IdeaCentre K330 desktop computer features a green-minded power control switch on the front 
panel that lets users switch between high-performance, normal, and energy-saving operating modes. 



technology, OneKey Rescue, and 
Lenovo's VeriFace face recognition. 

The manufacturer's new IdeaCentre 
K330 desktop also takes advantage of 
Intel's new processors (like the new 
laptops, the K330 offers up to a Core i7 
CPU). Unlike the laptops, this desktop 
model offers massive amounts of 
storage: twin RAID (redundant array 
of independent disks) -configured hard 
drives with up to 4TB (terabytes) of ca- 
pacity, as well as up to 16GB of DDR3 
memory. The K330 also has a power 
control switch that lets users select the 
power modes they desire, including 



Turbo Red for high speed and power 
performance; Auto Blue for normal 
operation; and Cool Green for a silent, 
energy-saving mode. 

This desktop also has an integrated 
DVD or Blu-ray Disc drive, optional 
TV tuner, and the OneKey Recovery 
tool that automates data backup and 
recovery. The K330's case features a 
tool-free design that ditches the need 
for a screwdriver to open it, in turn 
easing the process of accessing the PC's 
internals for upgrades or other work. 
The IdeaCentre K330 is set to be re- 
leased in early 201 1 starting at $699. 1 
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STORAGE 



Sony Doesn't Stick Only With The Stick 



Sony's (www.sony.com) take on flash 
media historically has revolved around its 
Memory Stick format, but the electronics 
giant has now launched itself headfirst into 
the Secure Digital world with a new line of SD 
cards designed to meet the various needs of 
digital imaging users. 

Three families of cards were recently an- 
nounced, starting with the budget-minded 
Essential Series cards in capacities of 2GB, 
4GB, and 8GB. These basic SD cards are 
aimed at users of entry-level digital cameras 
and camcorders or users who need to store 
and transfer digital music files or gaming 
data. Next up is the Experience Series, with 
up to 15MBps (megabytes per second) cards 
available in 2GB, 4GB, 8GB, 16GB, and 
32GB capacities. The rated speeds of the 
Experience cards are suitable for a wide 




To accommodate devices that 
don't support its Memory Stick 
format, Sony has launched a 
wide range of Secure Digital 
cards that target both the 
casual and enthusiast digital 
imaging communities. 



range of tasks, including shooting still 
photos and full high-definition video with 
a DSLR (digital single-lens reflex) camera 
or camcorder. 

The high-performance Expert Series 
rounds out the card families with 8GB, 
16GB, and 32GB SD cards that deliver up to 
22MBps transfer speeds. These cards are 
designed for users of DSLR cameras, com- 
pact system cameras, or HD camcorders 
who need to store and share high-res- 
olution video and still images. Prices for 
these Sony cards were not yet available at 
press time. I 



DISPLAYS 



Want 3D Without The Glasses? 



Many would agree that watching 3D video is great fun, 
but it's also generally a relief to remove those awk- 
ward 3D glasses typically necessary to view 3D-enabled 
video content. But what if you could watch 3D without the 
glasses? That's the viewing experience that Eizo Nanao has 
developed with a new desktop monitor. 

The company's DuraVision FDF2301-3D (price not yet 
available; www.eizo.com) is a 23-inch LCD monitor that 
uses a directional backlight for high-definition display. 
Developed in conjunction with the Japan Science and 
Technology Agency, this monitor displays parallax images 
to compose naked-eye 3D from single pixels in a time lag. 
Moire and color stripes can occur when using a parallax 
barrier or lenticular lens with other naked- eye 3D technolo- 
gies, but the DuraVision monitor avoids these problems by 
determining the direction of the parallax image that reaches 
the viewer's left and right eyes through the use of the mon- 
itor's light source. 

Slated for release in the second quarter of 2011, the 
DuraVision is expected to draw customers in industrial and 
academic markets. However, this advance could serve as an 



important initial step toward naked-eye 3D graphics in the 
consumer market. I 




This Eizo Nanao DuraVision monitor might look like a step backward in LCD 
evolution at first glance, but it's actually an innovative 3D model that lets 
users watch content without 3D glasses. 
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PRINTERS & PERIPHERALS 



Keyboard ForGmail Addicts 



With its massive storage, huge flexibility, and all- 
around ease of use, Google's Gmail service is be- 
coming a one-stop-shop for email users at home and on 
the road. But if you're trying to boost the speed of your 
Gmail experience even further, there's a new keyboard that 
puts all those handy shortcuts right at the fingertips of a 
single hand. 

The Gboard ($19.99; www.gboard.com), which is not af- 
filiated with Google, includes 20 keys that deliver the stan- 
dard keyboard shortcuts that automate most functions in 
Gmail, such as reply, reply all, forward, archive, trash, star, 
and others. You can also use the Gboard to navigate your 
email messages and even select multiple messages to per- 
form tasks on all of them. 

To get started, simply connect the Gboard to a free USB 
port on your computer and enable keyboard shortcuts 
within Gmail. The idea is to use the Gboard to navigate and 
perform commands in Gmail and to use your regular key- 
board to input messages, contacts, and subjects. Note that 
one of the most commonly used Gmail tasks— send— is not 



included on the Gboard, because the manufacturer says "it 
can cause undesired results if used in the wrong context." I 




If you're a heavy Gmail user, check out the Gboard, a USB add-on keyboard 
that integrates a wealth of keyboard shortcuts into single keys to make the 
overall Gmail experience faster and more intuitive. 



CPUs, CHIPS & CARDS 



Sandy Bridge Boards Ditch The Ports 



The big news in the processor community as the new 
year gets underway is the launch of Sandy Bridge, 
Intel's high-performance platform featuring CPUs with in- 
tegrated graphics technology. But this launch will also bring 
big changes to the motherboard market, as Sandy Bridge 
brings with it an entirely new socket design, called 
LGA1155, or socket 1155. 

For PC owners, that means a motherboard upgrade will 
be necessary if they want to use a Sandy Bridge processor. 
The new range of socket 1155 motherboards are an exciting 
bunch that integrate a load of useful features inherent in 
other modern motherboards, but they also include some 
changes that can be off-putting. 

One of these upcoming boards is the ECS H67H2-M, 
which at first glance appears woefully underequipped in the 
port department. After all, this socket 1155 motherboard has 
a grand total of two PCI-E (Peripheral Component 
Interconnect) Express slots and one PCI slot. If you're won- 
dering where you're supposed to fit your add-in cards, con- 
sider that this board — and likely other socket 1155 



boards — assumes you'll be using the graphics processing in- 
cluded in the Intel CPU rather than a discrete graphics card. 
Also worth noting is that the chipsets Intel is launching 
to support its Sandy Bridge processors do not natively sup- 
port the PCI standard. So while motherboards such as the 
ECS H67H2-M might indeed include a PCI port, the sup- 
port is provided through a bridge chip, not through the pri- 
mary motherboard chipset. I 




This ECS motherboard is 
one of the first to support 
Intel's highly anticipated 
Sandy Bridge processors. 
The seemingly deficient 
amount of PCI-E slots is 
due to the expectation that 
customers will use the 
integrated graphics found 
in Sandy Bridge CPUs. 
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DIGITAL MISCELLANEA 



Internet Radio On The Go 

Thanks to services such as Pandora, Live365, and 
ShoutCast, Internet radio is now more popular 
than ever. Although Internet radio has been available 
on mobile devices such as smartphones for some time, 
there are increasingly more Internet-enabled devices 
that resemble standard radios. One of these is the Pure 
Evoke Flow, a small portable radio that lets you tap 
into online streams from almost anywhere. 

The Evoke Flow ($229.95; www.pure.com) uses in- 
tegrated Wi-Fi to connect to any available hotspot to 
gain access to online radio stations. For navigation, the 
Flow features an auto-dimming graphical OLED (or- 
ganic light-emitting diode) display, along with con- 
text-sensitive buttons and an intuitive interface that 
helps users easily choose content. Users can select up 
to 30 digital radio presets, 10 FM presets, and unlim- 
ited Internet favorites. 

The Flow's SnoozeHandle on the top of the radio dou- 
bles as a button that snoozes the alarm and illuminates the 
display. Also included is an input for an iPod or other MP3 
player, and an optional ChargePAK provides up to 15 
hours of portable listening. If you have digital music stored 




Pure's Evoke Flow delivers Internet radio through a mashup of unique 
features and traditional radio design. 



on your PC, you can also use the Flow to browse and play 
tracks in that collection. I 



PROBLEM-SOLVER: TROUBLESHOOTING THE NEWS 



I receive a "write-protected" error 
when trying to save data on a flash 
USB drive or card. 

The most common culprit for 
this error is the write-protect switch 
found on many flash-based media 
devices. If you see a tiny, slideable 
switch (it's usually black), slide it in 
the opposite direction and try 
again. If that doesn't work, try 
performing a low-level format with 
this utility: bit.ly/aSh2rR. How- 
ever, be warned that this process 
will erase any existing data on 
the media. 

My LCD monitor displays an image 
for a second when I turn it on, but 
then it goes blank. 

If this also happens when the 
monitor isn't connected to your PC 
(and it shows test text or other text, 



and then goes blank), turn on the 
monitor when it's connected to your 
PC and the PC is on. Turn off the 
lights in the room and shine a flash- 
light at the screen from a sharp 
angle or simply look at the monitor 
from an inch away. If you can see a 
faint image, chances are good the 
monitor's inverter or backlight has 
failed. Check with the manufacturer 
for the backlight replacement proce- 
dure (this process can also be ac- 
complished on your own if your 
warranty is expired). 
I replaced an ink cartridge in my 
printer, but the printer still indi- 
cates that the ink is empty. 

Try reinserting the cartridge to en- 
sure that it's properly seated in the 
ink cartridge holder. If you're still 
having problems, check your printer 



manual for instructions on resetting 
the printer. With certain models, the 
printer reset procedure can often fix 
errors related to empty ink. 
Windows isn't recognizing all of 
my processor's cores. 

If you have a dual- or multicore 
processor but Windows "sees" only 
one core, you can instruct the system 
to boot with a certain number of 
cores. Click Start, type msconfig in 
the Search field, and press ENTER. 
On the Boot tab, select your Win- 
dows configuration (usually it's the 
only option) and click Advanced 
Options. Next, click to select Num- 
ber Of Processors and select 2 or 4, 
depending on whether you're using a 
dual- or multicore processor. Click 
OK and click OK again on the fol- 
lowing screen. 
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MOBILE TECHNOLOGY 



Google Breathes New Life Into The Nexus 



Although Google closed the doors 
to its online Nexus store in mid- 
2010, the company's Android platform 
continued to plow ahead in the smart- 
phone realm, eventually outpacing all 
other platforms by the end of the year. 
The Nexus One was regarded as an in- 
novative device, but Google's flagship 
smartphone perhaps wasn't intended 
to shatter sales records. Instead, it ap- 
pears that this early Android phone 
was just the launching pad for high- 
profile Nexus phones to come. 

Google has now unveiled the 
Samsung Nexus S ($199.99 with two- 
year service contract; www. google 
.com/nexus), which stands as the first 
smartphone to sport the highly antici- 
pated Android 2.3 platform. Known 
as Gingerbread, this Android version 
tacks on strong features to a mobile 
platform that's already mature and in 
use across a wide range of devices. 
For example, Gingerbread includes 
support for NFC, or Near Field 
Communication, which will allow the 
Nexus S to easily perform mobile pay- 
ments at retail locations that support 
the technology. 

Also new in this Android version is 
an updated interface design, sys- 
tem-wide copy and paste, better per- 
formance through concurrent data 
garbage collection, a redesigned multi- 
touch software keyboard, a download 
manager, and new audio effects such 
as bass boost, reverb, equalization, and 
headphone virtualization. Gingerbread 





The Samsung Nexus S boasts the new Gingerbread version of Android, complete with support for Near 
Field Communication, a revamped graphics interface, and plenty of new audio effects. 



also lets you place Internet calls with a 
SIP account for enhanced VoIP (Voice 
over Internet Protocol) dialing to other 
SIP (Session Initiation Protocol) ac- 
counts and conventional phone num- 
bers. Android also allows the Nexus S 
to serve as a Wi-Fi hotspot that lets up 
to six mobile devices connect to it for 
Internet access. 

The Nexus S packs plenty of power 
beneath its hood with a 1GHz Hum- 
mingbird processor, 16GB of inter- 
nal memory, and a dedicated GPU 
(graphics processing unit) that boosts 
performance when watching videos, 
browsing the Web, or playing games. 
This phone also has a Contour Dis- 
play, which is a curved-glass screen 



designed to rest comfortably in the 
palm of your hand or against your 
face when talking on the phone. The 
4-inch WVGA (Wide Video Graphics 
Array) Super AMOLED (Active- 
Matrix OLED) display has a capacitive 
touch sensor and an anti-fingerprint 
display coating. 

Also included are haptic feedback 
vibration, accelerometer, digital com- 
pass, proximity sensor, light sensor, 
and front- and rear-facing cameras. 
On the software side you'll find a 
wealth of Google-designed apps, in- 
cluding Gmail, Google Earth, Google 
Maps with Navigation, Google Search, 
Google Talk, Google Voice, Voice 
Actions, and YouTube. I 



DULY QUOTED 



"It s like smoking. The consumer knows 
the risks but prefers to ignore them." 

-Jack Wraith, chairman of Britain's Mobile Industry Crime Action Forum, comments on smartphone users who 
fail to use smartphone applications that prevent thieves from accessing data on stolen devices. 

Source: AFP 
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News From The Help Desk 



Our Most Common Tech Calls 



Each month, we receive numerous technical support calls 
and email messages. Some computer problems are fairly 
common, and we find that many callers struggle to resolve 
the same issues. In this article, we cover some of the most 
common or timely tech support questions and provide our 
solution for each of them. 

Ql'm getting a new computer, but I'd hate to lose my 
browser Favorites. How do I back them up so I can 
install them on the new computer? 

A You may have spent many hours compiling a list of 
Favorites, so it's smart to think about moving rather 
than re-creating them. In IE (Internet Explorer), go to File 
and select Import And Export, select Export To A File, and 
click Next. Select the Favorites checkbox and click Next. In 
the dialog box, you can select a specific folder, or you can 
select the entire Favorites folder. Click Next. 

Here's where you have to think a bit. You're about to 
save an HTML (Hypertext Markup Language) -formatted 
file of your favorite links, but they won't do you any good if 
you don't save them to some medium that can be read by 
your new computer. For now, it's fine to save the file to 
your Desktop (or wherever), but don't forget to move the 
file to a flash drive, external hard drive, or optical disc that's 
readable by your new computer. 



Compiled by Rod Scher 

On your new computer, in IE go to File and then Import 
And Export. This time, select Import From A File and the 
Favorites checkbox and then browse to the saved file con- 
taining your favorites. IE will request a destination folder 
(usually Favorites) and import them all when you click the 
Import button. 

The process is similar using Firefox, but instead of 
starting at the File menu on your old computer, go to the 
Bookmarks menu and select Organize Bookmarks. Click 
Import And Backup and select Export HTML. Save the file 
as previously described. When it's time to restore your 
bookmarks, select Import HTML instead of Export HTML. 

Ql tried to print a Web page that had white text on a 
black background; the result was a mess, and it used 
up a lot of my ink, too. I'd like to reverse the text and back- 
ground when I print. Is that possible? 

A The simplest, most common solution is to select the 
text you wish to print (pressing CTRL-A will select all 
of the text), then right-click and select Copy. Paste the copied 
text into a word processor. If the text color carried over, you 
may not see anything — that's because you're looking at white 
text on a white background. If so, select all of the text 
(CTRL-A comes in handy here), right-click, and select Font. 
Once in the Font dialog box, select a dark color for the text. 







In Internet Explorer, exporting your Favorites is as simple as selecting 
File and then Import And Export. Then, export your Favorites to an 
HTML file to be imported later. 



w s 




One simple way to print a page that originally had white text on a black 
background is to select the text, copy it, and then paste it into any word 
processing program. 
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Some printers let you invert whatever you're printing. In 
that case, just print the Web page as you normally would 
but select the Invert (or similarly named) option in the Print 
dialog box; that option — if it exists — is usually located 
under Preferences or Properties in the Print dialog box. 



Q 



I need to boot my computer from an external hard 
drive. How can I do that? 



A There may be several reasons for wanting to boot 
from a device other than your internal drive: The 
drive may be having trouble, you may wish to boot into 
some other OS (operating system), or you may be trying to 
boot up to a CD-ROM-based "ghosted" recovery image 
created by a backup program. 

In any case, the basic procedure is straightforward: 
Reboot your PC and enter the computer's BIOS (Basic 
Input/Output System) setup. Generally, this is accom- 
plished by repeatedly pressing F2, F8, DELETE, or some 
other key during the bootup. (It varies from one machine to 
another, so check your manual. You have to be quick; if the 
system boots into Windows instead of the BIOS menu, then 
you missed it and will have to reboot and try again.) Once 
in the BIOS menu, go to the Boot (or similarly named) 
menu. There will usually be a Boot Device Priority option of 
some sort; you can use that to indicate that you wish the 
system to first attempt to boot from an external drive or 
from your optical drive. There may also be an option to 
allow the system to boot from a flash drive. Don't forget to 
save your changes before exiting. 

QMy laptop's Wi-Fi connection was working fine a 
while back, but now it seems very slow. The signal is 
OK, and the laptop works fine if I connect it to my router 
with an Ethernet cable. I've tried Windows' wireless Repair 
option, but it doesn't seem to have done any good. How 
can I restore my Wi-Fi connection to its former speed? 

A Wi-Fi connections can be a bit touchy, and because 
there are many variables at play, problems can be diffi- 
cult to diagnose. When they slow down or the connection 
becomes intermittent, the problem often boils down to one 
of the following possibilities. 

First, the least likely but most obvious: Has anything 
changed in your environment that might interfere with the 
signal? If you've built a wall, moved the router, installed any 
large metal objects, etc., the change may have interfered 



Most routers come with their own software for 
controlling your wireless connection. Use 
either that software or Windows' built-in 
software, but never both. If one causes 
trouble, switch to the other. 




with the Wi-Fi signal. If so, try moving the laptop close to 
the router to see if proximity is part of the issue. 

Second, Wi-Fi under Windows exhibits a quirk that some- 
times baffles users: Your router almost certainly came with 
software that lets you manage your wireless connection. 
Windows also includes software to manage Wi-Fi connections. 
Usually, either one does a good job of keeping everything 
straight, but occasionally they both try to manage parts of the 
process, and that can get ugly. You need to make sure that only 
one application is managing your wireless connection. 

The exact procedure for switching connection management 
may vary, depending on your version of Win7 and how you 
have it configured. In many cases, to see which application is 
currently managing your Wi-Fi connection, go to Control 
Panel, click Network And Internet, and then Network And 
Sharing Center. Click Manage Wireless Networks. Right-click 
the Wireless Network Connection icon, select Properties, and 
select the Wireless Networks tab. Check the Use Windows To 
Configure My Wireless Network Settings checkbox. 

Alternatively (and this may be the simplest approach of 
all), run the Wi-Fi management software that came with 
your router. If the router's software sees that Windows is 
currently managing your Wi-Fi connection, it will tell you 
that and ask if you'd like to switch. No matter what it says, 
go ahead and switch to see if that resolves the problem. You 
can always switch it back. I 







Feature Package Topics 




Each Smart Computing issue includes tips, reviews, and in- 
formation about a variety of topics. However, each issue 
also has a featured group of articles about a selected topic. 
Below is a list of the Feature Packages from the previous 
year. As a Smart Computing subscriber, you have access to 
all of our archived articles at www.smartcomputing.com. 


January 2010: 


The Single PC Home 


February 2010: 


Upgrade Your Notebook 


March 2010: 


Troubleshoot Windows 7 


April 2010: 


Clean Your Computer 


May 2010: 


Solve PC Errors 


June 2010: 


Troubleshoot Your Network 


July 2010: 


Give Windows A Tune-Up 


August 2010: 


Recover Lost Files 


September 2010: 


First Aid For Your Gadgets 


October 2010: 


Do More With Your Network 


November 2010: 


41 Windows Tips & Tricks 


December 2010: 


Search Engine Optimization 


January 2011: 


Solve Printer Problems 
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N E T WOR KS 



The Intelligent Alternative 

Plaster Networks Reinvents Powerline Networking 



We all know that running Cat 5 cable 
all over a room (or through walls 
and floors) is not always possible— or 
desired. Yet, there are rooms in your 
home or office that your Wi-Fi signal 
simply cant reach— or can only barely 
reach, resulting in a slow or erratic con- 
nection; powerline technology helps 
your network reach rooms that ordi- 
narily receive weak Wi-Fi signals that 
cause slowdowns, drop-offs, and lost 
packets. A working powerline solution 
lets you use your existing power lines to 
allow broadband access to the Web and 
facilitates the reliable high-speed 
transfer of data, including demanding, 
bandwidth-intensive applications such 
as streamed music and video. 

And thanks to Plaster Networks' 
PLN3 intelligent powerline adapters, 
setting up a reliable high-speed power- 
line network that can complement your 
wireless setup has never been easier. 

What You'll Need 

To set up a powerline network, you'll 
need at least two adapters. For a limited 
time, Plaster Networks is offering a 
Starter Kit bundle of one PLN3 adapter 
and one AV200 adapter for the reduced 
rate of $129.90. You only need a single 
PLN3 adapter to provide your network 
with Plaster Networks' management, 
configuration, and diagnostic features. 
You can purchase additional AV200 
adapters for $64.95. The adapters are 
compatible with the HomePlug AV 
standard, so they can work with many 
existing powerline adapters. 

EasyToSetUp,EasyToUse 

The whole point of powerline net- 
working, of course (aside from getting 
rid of ugly cables snaked across your 
floor), is its ease of use. Plug one of the 
PLN3 adapters into a wall outlet near 




your router, and then connect the 
adapter to one of the router's Ethernet 
ports. Plug the second adapter into a 
wall outlet near the device you want to 
add to your network. Run the supplied 
Ethernet cable between the adapter and 
device, and the device will have imme- 
diate access to the network. 

We've mentioned some advantages of 
powerline networking, but there are 
other potential benefits: Now you can 
locate your networked game console, 
network BD player, or HDTV wherever 
you like, rather than wherever you can 
drop a cable. (Of course, online gamers 
will also benefit from the steady Internet 
access for their Xbox, PlayStation, or Wii 
consoles, because the Plaster Networks 
powerline connection greatly reduces the 
chance of dropped connections that can 
ruin the gaming experience.) 

Intelligent Powerline Networks 

Plaster Networks' specialized diag- 
nostic and troubleshooting software is 



another key advantage over other pow- 
erline products. In addition to pro- 
viding integrated network management, 
the software can evaluate each node's 
performance in real time, making it 
easy to isolate your network's trouble 
spots and to ensure optimum perform- 
ance and reliability. 

The Smart Networking Alternative 

Thanks in part to technologies devel- 
oped by Plaster Networks, powerline 
networking now offers a simple, reli- 
able, high-performance alternative for 
home networking. Plaster Networks' 
PLN3 and AV200 intelligent powerline 
adapters complement existing Wi-Fi 
networks that may not reach every 
room in your home. 

For a limited time only, go to 
www.plasternetworks.com/scm, order a 
Starter Kit at the $129.90 promotional 
price ($30 off) and get free ground 
shipping on your order; just enter 
coupon code SCM0211 at checkout. I 
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Plaster Networks PLN3 intelligent 
powerline adapters provide a real- 
time view of network performance 
for high-speed connectivity. 
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Third-Generation Amazon.com Kindle 

A New World 
Of Words 



Andrew Leibman 



Send your comments to 
andrew@smartcomputing.com 



Greenland or right-whale, he is the best existing authority. 
But Scoresby knew nothing and says nothing of [he great 
sperm whale, compared with which the Greenland whale 
is almost unworthy mentioning. And here be it said, that 
the Greenland whale is an usurper upon the throne of the 
seas. He is not even by any means the largest of the 
whales. Vet, owing to the long priority of his claims, and 
the profound ignorance which, till some seventy years 
back, invested the then fabulous or utterly unknown 
sperm-whale, and which ignorance to this present day still 
reigns in all but some few scientific retreats and 
whale-ports; this usurpation has been everyway complete, 
Reference to nearly all the leviathank allusions in the 
great poets of past days, will satisfy you that the Greenland 
whale, without one rival, was to them the monarch of the 
seas. But the time has at last come for a new proclamation. 
This is charing Cross; hear ye! good people all.— the 
Greenland whale is deposed,— the great sperm whale now 
reigneth! 

There are only two books in being which at all pretend 

to put the living sperm whale before you, and at the same 
time, in the remotest degree succeed in the attempt. Those 
books are Beale's and Bennett's; both in their time 
surgeons to English South-Sea whale-ships, and both exact 
and reliable men. The original matter touching the sperm 
whale to be found in their volumes is necessarily small; 
but so far as it goes, it is of excellent quality, though 
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$139.99 (Wi-Fi only); 

$189.99 (Wi-Fi plus 3G) 
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I was an ebook skeptic. In my book (Kindle 
version not available), if it didn't connect 
to Netflix, it wasn't a real gadget. But then 
my wife got a third-generation Kindle. Two 
weeks later, I was reading Frank Herbert's 
"Dune" on my own Kindle 3G. It's difficult 
to pinpoint the moment I went from "ebook 
readers are dumb," to "I want one." 

A big part of it was the 
screen. The e-ink (electronic 
ink) screen on the Kindle, 
and other ebook readers for 
that matter, is not backlit like 
the LCDs of PC monitors 
and tablet PCs. The Kindles 
screen uses reflected light to 
illuminate text and images, 
just like old-fashioned books 
and newspaper. You can't 
read a Kindle in a perfectly 
dark room, but you can read 
it in direct sunlight. (Try that 
with your iPad.) Another ad- 
vantage of e-ink is that the 
screen only requires a mo- 
mentary pulse of energy 
to display a new page. An 
ebook reader can effectively 
display the same page for 
weeks on end without de- 
pleting the battery. The 
backlit LCD of other devices 
is easily the biggest burden 
on the battery, but the Kindle boasts 
a month's worth of ebook reading on a 
single charge. 

The latest Kindle has a lot of extras. The 
Kindle Wi-Fi lets you connect to a Wi-Fi 
network, browse Amazon. corn's catalog, 
purchase books, and then download them 
directly to the device without a physical 
connection to a PC, and in less than a 
minute. The 3G version does the same, but 
with free 3G access when Wi-Fi is unavail- 
able. With a built-in Web browser, MP3 



music player, and support for apps and 
games, the Kindle is a lot more than a one- 
trick pony. 

I admit that the Kindle falls short com- 
pared to traditional books in a few ways. For 
instance, I miss covers, not just for the art, 
but also because there's no way to tell what 
someone's reading if they have a Kindle. You 
just have to ask. Also, the Kindle navigation 
features don't translate well to large volumes 
or collections of stories that you don't neces- 
sarily read in succession. For instance, when 
looking up a specific Bible verse, I have to 
open the menu, access the table of contents, 
scroll to and select the appropriate book and 
chapter, and then advance to the verse. That 
feels like a chore compared to just grabbing 
a paper Bible and flipping to the right spot. 
The Kindle also loses some of the character 
of the original book, especially where a spe- 
cific typeset was chosen. 

Despite these minor quibbles, however, 
the Kindle improves on traditional books in 
many ways. My Kindle can hold 3,500 
ebooks, but more importantly, it can let me 
read four or five at a time without needing a 
bicep-building book belt to haul them 
around. Highlighting my favorite passages, 
viewing passages others have highlighted, 
and changing text sizes are useful features. 
Plus, Amazon. corn's catalog of more than 
750,000 ebooks is generally priced a buck or 
so less than the paperback equivalent. 
Free ebook repositories such as Project 
Gutenberg (www.gutenberg.org) also help 
get you on your way to building a sizeable 
portable library. To build your library even 
faster, visit tinyurl.com/cgjqdf and transfer 
the Magic Catalog (MOBI Edition) to your 
Kindle. The Magic Catalog shows up as an 
ebook, but it's actually a list of download hy- 
perlinks to Gutenberg's Kindle-formatted li- 
brary. Just open it up, search for an ebook 
that sounds interesting, and click the link. 
Your Kindle automatically launches the 
browser, downloads the ebook, and drops it 
into your library. 

The Kindle has definitely turned this on- 
again off-again bookworm back onto the 
lush world of literature. Sorry Netflix, but 
the book is always better than the movie. 
And the only thing better than the book is 
being able to carry around all six novels in a 
series, as well as numerous prequels. I 
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PC3-16000 Blade ST 6GB 

$159 

OCZ 

(408) 733-8400 

www.ocztechnology.com 



ARAM (random access memory) upgrade 
used to be simple. As long as you put the 
right sticks of memory in the slots recom- 
mended in your motherboards manual, they 
usually just worked. Now, there are other con- 
siderations. DDR3 (double-data-rate-3) and 
DDR2 come not only in different speeds, but 
different voltage levels. And sometimes, you 
have to make changes in the BIOS (Basic 
Input/Output System) before your PC will 
even boot with the new memory installed. So 
how should you select and install RAM now 
that it's no longer plug-and-play? 

Form factor. Most RAM sticks for sale are 
DIMMs (dual in-line memory modules) for 
desktop PCs. Notebooks require shorter 
SODIMMs (small outline DIMMs). Depend- 
ing on whether your laptop has a vacant 
memory slot, you may have to replace your ex- 
isting SODIMM instead of adding a new one. 

Type. The label on one of your existing 
memory modules likely tells you what RAM 
your PC has. PC3, for instance, means DDR3 
and PC2 is DDR2. PC by itself indicates either 
DDR or earlier SDRAM (synchronous dy- 
namic RAM). You can't physically insert one 
type of RAM into another type's slot. 

Speed. To grasp RAM speed, take the case 
of DDR3-1066, rated to run at an effective data 
transfer rate of l,066MTps (megatransfers per 
second). The RAM actually runs at about 
266MHz, but its architecture moves four bits 
of data with each tick of the memory clock 
(266.5 x 4 = 1,066). Likewise, DDR2-800 is ef- 
fectively 800MTps DDR2 (200MHz actual fre- 
quency). DDR transfers only two bits per 
cycle, so DDR-400 describes a 200MHz stick. 

Often you'll see RAM labeled according to 
its bandwidth in MBps (megabytes per 
second), which is approximately eight times 
the data transfer rate. Our examples above are 
thus called PC3-8500 (DDR3-1066), PC2- 
6400 (DDR2-800), and PC-3200 (DDR-400). 

Voltage. DDR3 runs at 1.5V, officially; 
DDR2 runs on 1.8V; and DDR needs 2.5V To 
stably enable higher speeds, however, a RAM 
vendor may specify a slightly higher voltage 
level, such as 1.65V for DDR3. 



Timings. Advertised RAM latency figures 
such as 9-9-9-24 describe how many clock cy- 
cles it takes the memory to perform particular 
operations. Put simply, lower numbers mean 
snappier responsiveness. Higher RAM speeds 
require looser (higher) latency settings. 

Triple- and dual-channel. Many DDR/ 
DDR2/DDR3 motherboards can address (talk 
to) two sticks of RAM simultaneously. This 
doubles bandwidth and boosts performance. 
Because it's best if the two DIMMS are iden- 
tical, vendors sell dual- channel kits containing 
matching modules. Going a step further, com- 
puters with Intel Core \7 processors can use 
triple-channel sets of three DDR3 DIMMs. 

Most BlOSes select the best addressing 
mode automatically when you install more 
than one DIMM. Some refer to multichannel 
mode as unganged mode, with ganged mode 
meaning multichannel access is disabled (the 
system accesses RAM one stick at a time). 

SPD and XMP. Every RAM module has an 
SPD (serial presence detect) profile prepro- 
grammed with default speed, timing, and 
other settings. SPDs are often conservative, so 
some upscale memory has additional XMP 
(Extreme Memory Profile) profiles for in- 
creased performance. On the downside, XMP 
profiles can prove time-consuming to get to 
work properly. In a business PC, stable opera- 
tion at SPD settings vastly outweighs raw 
speed at potentially problematic XMP specs. 

Play It Safe 

After you buy new RAM, you can maxi- 
mize your PC's compatibility with it by 
preparing the BIOS before you install it. Enter 
the BIOS Setup and verify that the memory 
settings are set to Auto and that the BIOS will 
use the RAM's default SPD information. 

Most importantly, make sure that the 
memory voltage is not set to Auto, but to the 
exact level on the RAM's label, such as 1.5V 
Save your changes, exit Setup, and let your PC 
restart. And definitely run a utility such as 
Memtest86+ (free; memtest.org) to verify that 
your new RAM is defect-free. I 
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If you're one of the countless number of 
people who use a computer all day every 
day, there are certain keyboard combinations 
you likely press incessantly, maybe so often 
that by now you don't even notice you're 
doing it. The same goes for reaching for the 
mouse and making countless clicks day in 
and day out. As someone who writes for a 
living, for example, I use the CTRL-S combi- 
nation out of habit seemingly as many times 
as I blink. Add in CTRL-C, CTRL-V, CTRL- 
Z, CTRL-X, and other combinations, and 
we're talking hundreds upon hundreds of 
keyboard presses daily. Factor in all the right- 
mouse clicks made to access various context 
menus and left-mouse clicks to open and 
close programs, highlight text, navigate Web 
site pages, etc., and the number of input de- 
vice-related actions I perform during a typ- 
ical work day is fairly monumental. 

Sure, none of these keyboard or mouse 
chores is exactly laborious (although some ex- 
perts would argue they aren't doing me any 
long-term favors ergonomics- wise). Still, 
every time I press a keyboard combination or 
reach for the mouse to make a click, it eats up 
a little more time, which means a little less 
productivity; a little lower performance; and a 
little more wear and tear on my wrists, shoul- 
ders, and other body parts. Enter Scythe's ex- 
tremely handy USB Foot Switch. 

Available in one- ($33), two- ($44), and 
three-pedal switch versions (I tested the three- 
pedal model), the USB Foot Switch aims to 
make short work of office-related actions. For 
example, I transcribe a good deal of audio- 
recorded interviews. Doing so typically means 
clicking Play, clicking Pause to type a sen- 
tence, reaching for the mouse to click Rewind 
and confirm what I typed is accurate, reach- 
ing for the mouse again to click Play, clicking 
Pause, typing a few more sentences, etc. 

With the USB Foot Switch, however, I was 
able to configure one pedal to handle the Play 
function, another pedal to execute Pause, and 
the third pedal to perform Rewind. No 
reaching for the mouse and less overall mo- 
tion. At home, I applied the same Play, Pause, 



and Rewind functionality while practicing 
guitar parts to various songs playing in 
Windows Media Player. 

Out of the box, Scythe configures the USB 
Foot Switch's pedal to perform left-, right-, 
and double-click mouse functions. Conve- 
niently, you don't need to install any drivers to 
immediately begin using the switch. Just plug 
the unit's USB cord into an available USB port 
on your system and you're ready to go. The 
switch's real beauty, however, is the vast 
amount of customization it allows for via the 
software included on a CD. 

Using drop-down menus, you can change 
the pedals' default mouse settings to launch 
My Computer, Log Off a system, and close 
windows. Better, you can designate many 
CTRL-, ALT-, and SHIFT-related combina- 
tions. Unfortunately, the users manual and 
software interface are a bit vague as to how to 
go about designating pedal functions, which 
essentially involves using the software's Get 
Defined Key and Group Key options, as well 
as Save and Clear buttons. 

Physically, the USB Foot Switch has a 1 mil- 
lion-time switch life, uses a mechanical switch 
type, and is sturdy and well-constructed. 
(There's no foreseeable reason the unit 
shouldn't hold up for many years.) Beyond 
being appreciatively wide, the pedals screw 
into a hard, thick, black plastic base (1.46 x 
14.2 x 5.12 inches [HxWxD]; 31.75 ounces), 
and each sports a grooved, rubber cover that 
kept my feet from slipping off. The bottom of 
the plastic slab, meanwhile, sports rubber feet 
that kept the switch firmly in place on car- 
peted surfaces. The slab did tend to move 
around slightly on wooden floors but not dis- 
ruptively so. Elsewhere, the USB cord that 
connects the switch to a computer is roughly 
6 feet long, which provided more than enough 
slack to route the cable neatly out of the way. 

Ultimately, whether you find the USB Foot 
Switch appealing will probably depend on 
how much weight you place on productivity 
and performance and whether paying $53 for 
something your mouse and keyboard already 
do is acceptable. I 
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When Microsoft CEO Steve Ballmer told a 
group in October 2010 that there would 
be Windows 7 tablets available to consumers 
in time for Christmas, the remark quickly 
appeared in news headlines, and speculation 
about who might come out with such devices 
followed. December 2010 certainly didn't see 
a blizzard of Win7 tablet options, but some 
flakes are beginning to fall, and Windows 
enthusiasts are glad to see the flurries. One 
new Win7 tablet option is the bModo 12G. 

The Win7 tablet, from startup company 
bModo, aims to offer business users the best 
of both worlds, with entertainment and pro- 
ductivity features. The sleek tablet is thin at 
0.6 inches, lighter than most netbooks at 2.2 
pounds, and as easy to tote to a meeting with 
a client as it is to pack along on a 
family road trip. It features a variety 
of ports including a mini HDMI 
(High-Definition Multimedia In- 
terface) port, two USB ports, an 
audio jack, and a dock connector. 
(The dock is sold separately for 
$75.) It has an SDHC (Secure 
Digital High Capacity) slot and also 
features a SIM (subscriber identity 
module) card slot. If you have a SIM 
card in your phone, insert it here and you can 
access the Web via your provider's network. 
(Your phone plan's data fees will apply.) The 
SIM card slot is a nice feature, and although 
setting it up required some coaching from 
bModo, it worked well thereafter and defi- 
nitely adds to the device's usefulness. 

The bModo 12G is sturdy, and the 11.6- 
inch screen is bright, clear, and responsive to 
touch. The front is glossy (and reflective in 
brightly lit areas; it works best in lower 
lighting), and the back feels slightly rubbery, 
which keeps it from slipping when propped 
up or held. 

Using a tablet that features Win7 was nice 
because I was already familiar with the OS, 
but I've been using a mouse and keyboard 
since grade school, so while tapping my way 
through familiar menus was intuitive, using 
the touchscreen did take some getting used 



to. And Win7 is, in some ways, appropriate 
for a touchscreen device. The Start menu is 
big and easy to activate; on a touchscreen, 
you can slide your finger up on a Taskbar 
icon to reveal the Jump List; and Internet 
Explorer has features such as a slick two- 
finger tap trick for zooming in on a certain 
area of a page so you can, for instance, more 
accurately poke your way through a com- 
pact list of hyperlinks. Despite these nu- 
ances, there are some things that are just 
plain difficult to do in Windows on a touch- 
screen — primarily, precise movements such 
as placing the cursor between two letters in 
a Word document, typing a long document 
with the on-screen keyboard, or even hitting 
the X just right to close out of a window. 

bModo offers another user interface, called 
Bossa Nova2, that's designed specifically for 
touchscreens. You launch this simple inter- 
face via a shortcut on the Win7 Desktop or by 
touching a circle in the upper-left corner of 
the device. Big, touch-friendly buttons lead 
you to popular items such as a Web browser 
or your Facebook account, RSS (Really 
Simple Syndication) feed, or Flickr account. 

The bModo 12G runs on an Intel Atom 
1.66GHz processor and has 2GB of RAM 
and a 32GB SSD (solid-state drive). It's more 
than capable of handling everyday tasks such 
as browsing the Web, and the bModo 12G 
can also handle more demanding jobs such 
as playing HD video. I also used it as an 
ereader by downloading Amazon. corn's 
Kindle for PC software. Elsewhere, the 12G 
has GPS (global positioning system) capabil- 
ities, a 1.3MP (megapixel) Web cam, and 
built-in speakers. One drawback is the rela- 
tively short battery life: It's rated at up to five 
hours, and I got about four hours with mod- 
erate use; less with more demanding tasks 
such as watching a movie. 

Windows fans waiting for a portable 
tablet computer will find a lot to like here, 
and getting around in Win7 with the touch- 
screen gets easier with practice. Time will 
tell if PC users are willing to pay the steep 
price tag to use Win7 on a touchscreen. I 
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Roundup: OCR Software 

From Hard Copy To Electronic File 



OCR (optical character recognition) 
products have been on the market 
for decades, and each successive wave 
promises greater accuracy. In reality, 
the technology of character-level 
recognition hasn't changed much in 
years. Rather, developers have focused 
on perfecting contextual capabilities 
humans take for granted. These in- 
clude layout analysis — discerning 
columns, rows, images, etc. Also im- 
portant is reading typesetting cues and 
recognizing font styles and character- 
istics. Some of today's OCR programs 
are intelligent enough to evaluate 
words in relation to one another. (This 
can make the difference between get- 
ting "we came" instead of "we game.") 

These qualities are important vari- 
ables in OCR software, but they are not 
the only ones. Most OCR programs can 
extract text from digital image files and 
multipage documents, but how well 
they do that varies. Many provide not 
only layout recognition but also layout 
replication. Some feature custom dic- 
tionaries, easy batch processing, and 
other workflow facilitators. Here, we'll 
detail five OCR programs and the key 
functions they offer. Armed with this 
information, you'll be better prepared 
to make the right choice. 

FineReader 10 Professional 

Abbyy FineReader is a fine pro- 
gram, indeed, for ease of use (with 
one-click task automation) and wide 
language support. (FineReader recog- 
nizes 186 languages, spell checks 39, 
and can identify different languages in 
multilingual documents.) Supported 
output includes text, Microsoft Office, 
Adobe PDF (Portable Document 
Format), and HTML (Hypertext Mark- 
up Language). 



^s 3 i uj j ^ jj§j) 18 - B * H,<w 

nwTirt j op« sc*, rwi 1 s«* d] n |(0] r 



* i ■ 

*fc»io«E«or 1" 




Abbyy FineReader 10 Professional 



FineReader offers robust support for 
digital image OCR, including distor- 
tion, noise, and blur correction; line 
and image straightening; and docu- 
ment orientation detection. In fact, 
FineReader performs especially well in 
processing images — even those at low 
resolutions. It can also read vertical text. 

FineReader recognizes and recon- 
structs elements of layout, style, and 
formatting such as headers and footers, 
captions, and other elements. On mul- 
tipage formatted documents, it can 
convert specialized attributes (such as 
page numbering) to native Microsoft 
Office formatting. It can also be run 



from inside Microsoft Office pro- 
grams, and it supports legal page ele- 
ments such as signatures and stamps. 

Among its business perks are bar- 
code conversion and the ability to 
capture and perform OCR on screen 
shots. It provides enhanced support 
for PDF output, with encryption, 
password protection, Web optimiza- 
tion, file compression, and user- 
directed text searching. 

FineReader offers a free trial (15 
days). This is good, because some 
users report FineReader stumbles 
with heavily formatted, multipage 
documents, so you may want to see 



BUYING 
TIP 



Make sure the software you select supports the scanner 
you own or plan to purchase. Don't be fooled into 
thinking you can use the driver for a model by the same 
manufacturer— or even one from the same series. Unless 
you can install the specific driver for your scanner, your 
OCR results will be less than perfect— and possibly awful. 
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how it will work for you. (The trial is 
full-featured but limited to eight lan- 
guages, processing 50 pages, and 
saving one page at a time.) 

The Corporate version of Fine- 
Reader ($599.99) facilitates interoffice 
collaboration and networking. It sup- 
ports designation of "hot folders" (in- 
cluding FTP [File Transfer Protocol] 
and email) for document processing 
and job scheduling. It also enables dis- 
tributed OCR (multiple employees per- 
form tasks on a single document) and 
can save to Microsoft Office SharePoint. 

ReadirisPro12 

With a Professional edition priced 
well below pro versions of other com- 
petitors, we were curious if Readiris 
Pro's features matched its moniker. 
One shortcoming (in our opinion) is 
that Readiris Pro 12 can handle only 
documents of fewer than 50 pages. 
(The Corporate version [$471] can 
handle larger documents.) 

Nevertheless, it's generally accurate 
and installs and runs quickly with the 
help of a startup wizard (pay attention 
to your choices for best results) and 
SmartTasks (one-click options for 
multiple-step tasks). In addition to 
sending processed text straight to 
Microsoft Office and XPS (XML Paper 



BUYING 
TIP 



If you have specific requirements, such as the ability to 
scan medical or legal documents accurately, choose a so- 
lution that includes specialized dictionaries. What you 
spend in software, you will more than recoup in reduced 
training time and frustration. 




Specification) and Adobe Acrobat, 
Readiris supports OpenOffice.org, 
Lotus Symphony, and several brows- 
ers. Readiris' handling of searchable 
PDF and XPS lets users specify 
searching of text, images, or both. 
Readiris also supports output of color 
PDF files. 




Readiris is not the most elegant 
handler of formatted text, especially 
text with anomalies such as uneven 
line and letter spacing. Fortunately, 
users can tweak the settings and effec- 
tively train the program to do a better 
job. (Readiris is good at table han- 
dling, which is helpful for expense re- 
ports and other table-oriented text.) 
Finally, Readiris can read and output 
text in more than 120 languages. 

The Corporate version has some out- 
standing features. These include duplex 
scanning, batch OCR with output to 
multiple formats, indexing, extended 
support for PDFs (password protec- 
tion, etc.), a "hot folders" feature, and a 
nifty business card scan-and-process 
program — Cardiris. 

Presto! OCR 4.0 

At the lower end of the price scale is 
Presto! OCR 4.0, which the developer 
promotes as best for "real-life" docu- 
ments. With support for 40 languages, 
this is not the OCR program for a 
multinational corporation, but it 
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doesn't aim to be. It offers some fea- 
tures you wouldn't expect from a 
consumer-priced offering and a step- 
by-step "scan and read" wizard to help 
those new to OCR operation. 

Presto! OCR 4.0 uses a specialized 
process called "advanced perception 
technology" that gives it very good ac- 
curacy, even on many faxed docu- 
ments. In particular, it reads tables 
well, generally recognizing numbers 
and not confusing them with text. 
Presto also retains layout and format- 
ting effectively in most cases. 

During scanning, Presto! offers au- 
tomatic page deskewing and orienta- 
tion adjustment, spell checking, and 
other helpful features. It lacks the ex- 
tensive Tasks interfaces of some other 
OCR software, but the basic buttons it 
has (such as Scan & Read) work like 
they should. Furthermore, the inter- 
face is intuitive and easy to navigate. 

Business users will appreciate its 
batch scanning feature, which the de- 
veloper says can process up to 9,999 
pages. (We didn't try to go that high.) It 
also supports background processing, 
letting you work on one document 
while Presto! OCR 4.0 is scanning an- 
other. Other perks that benefit busi- 
ness users are a built-in text formatting 
editor, a customizable dictionary, and 
color scanning and output. 

In situations where it lacks depth, 
Presto! OCR 4.0 lets users provide in- 
formation or train it. For example, after 
scanning and analyzing the document, 
Presto! lets users adjust the boxes that it 
draws around text and images to ensure 
perfect processing. Users can also save 
templates, if desired, and reapply them 
to batches of identically formatted doc- 
uments. On the detail side, Presto! 
OCR 4.0 can be trained to recognize 
unusual fonts, characters, etc. 

Presto! OCR 4.0 also supports import 
of processed documents into several ap- 
plications (including Microsoft Word 
and Excel, Corel WordPerfect, and 
Lotus WordPro) and can save processed 
results to the most common file for- 
mats. (Presto! OCR 4.0 supports HTML 
and Acrobat PDF but does not support 
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Nuance OmniPage Professional 17 



the new Microsoft XPS format.) It lacks 
the breadth of application support that 
many of its higher-priced competitors 
offer, and the applications it does sup- 
port aren't always the latest editions, so 
check to see if it supports the ones you 
use. A 30-day, money-back guarantee 
(the next best thing to a free trial) is an 
added bonus. 

OmniPage Professional 17 

OmniPage is a recognized gold 
standard in OCR programs, and it 
offers multiple editions to suit most 
situations and/or documents. Accu- 
racy is best of breed, even with com- 
plex, multipage documents, and 
built-in proofing and editing tools 
make it easy to catch the few errors it 
makes. It also offers a nice array of 
"quick task" tools including a Quick 
Convert View that automates the 
conversion process. 



OmniPage's 3D correction tech- 
nology makes quick work of fixing 
distortion in camera or cell phone im- 
ages. (You can capture images directly 
from your camera or iPhone.) It also 
deskews, adjusts orientation, and per- 
forms other tweaks to ensure it gets 
the best results on any file it handles. 

During processing, OmniPage does 
an excellent job of maintaining for- 
matting and can output to a wide array 
of formats, including Amazon Kindles 
ereader format and searchable PDF. 
You can also output to applications 
and formats including Microsoft 
Office (including Office 2007), Corel 
WordPerfect, SharePoint, and even 
audio files. (OmniPage can also per- 
form format-to-format conversions, 
which can make image files search- 
able, among other benefits.) 

For business users, its offers batch 
processing from folders or e- 
mail clients, as well as unattended 



BUYING 
TIP 



If you scan a variety of heavily formatted documents (es- 
pecially forms), an important consideration is document 
analysis that can be user-adjusted (at least on or off). 
Document analysis is a powerful tool that enables the 
OCR engine to devise the structure and logic of a page, 
but in some cases, it causes overanalysis— and conse- 
quently poor results. 
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processing automation. An- 
other perk is two -stage forms 
processing (convert unfilled 
paper forms to electronic, fill- 
able forms and collect data 
from filled PDF or paper 
forms and export to spread- 
sheet or database). 

Other powerful features for 
business users (or anyone who 
deals with sensitive docu- 
ments) are redaction and high- 
light. OmniPage can redact or 
obscure text on a user-directed 
basis or automatically based on 
keywords you provide. It also 
can locate highlighted infor- 
mation in scanned text for spe- 
cial processing, and it can convert 
locked PDFs to editable text. 

At 120, OmniPage's language sup- 
port is not the most diverse, but 
it includes the major Asian languages 
and should be robust enough for all 
but the most global environments. 
It incorporates custom dictionaries 
(financial, medical, and legal) and 
dedicated training tools to ensure 
efficient processing of specialized 
documents. 

For those who want OmniPage's 
superior accuracy without the busi- 
ness-grade bells and whistles, Omni- 
Page Standard is a solid budget 
choice at $149.99. It has the same ex- 
cellent accuracy and layout retention 
as the Professional edition and is 
very user-friendly. On the other end 




of the spectrum, the Professional 
Enterprise edition is a volume-li- 
cense version of the Professional 
edition rather than a substantially 
upgraded version. As a bonus, Omni- 
Page Professional and Professional 
Enterprise come bundled with Paper- 
Port 11 and PDF Create. 

TextBridgeProll 

TextBridge Pro 11 is a holdover 
from the days before Nuance pur- 
chased ScanSoft and took on the 
OmniPage brand. Its scanning engine 
is the same as OmniPage's — six ver- 
sions ago. That means you won't enjoy 
the same exceptional accuracy you 
enjoy with any of the OmniPage 17 
editions. Nevertheless, it handles faxed 



documents about as well as any 
program (these are the bug- 
bear of the industry). If that's 
all you need, the price is right. 

It does an acceptable job of 
maintaining formatting, per- 
forming best with simple lay- 
outs, tables, and spreadsheets. 
It integrates with Microsoft 
Office (older editions), letting 
you run it straight from the 
program. Finally, it outputs to 
a variety of common formats 
(including HTML but not 
PDF). Support for Windows 
stopped at Windows XP, so 
Windows Vista/7 users should 
look elsewhere. 



Beyond The Box 

No matter which program you 
choose — and how high its accuracy 
might be — you'll invariably spend 
some time tweaking settings, cor- 
recting text, or both. (This is especially 
true if you scan faxed or handwritten 
documents.) Nevertheless, the general 
rule of thumb is that if you want very 
high accuracy and a very wide range 
of features, do not expect a very low 
price. The key to satisfaction lies in 
deciding if your time is less valuable 
than your money, based on the 
amount, frequency, and complexity of 
OCR work you will be doing. I 

byJenniferFarwell 



OCR AT A GLANCE 



Product Name 


Price 


Company 


Contact 


URL 


Notable Features 


FineReader 10 Pro 


$399.99 


Abbyy 


(408)457-9777 


www.abbyyusa.com 


Automatic recognition of nearly 200 languages; 
barcode conversion 


Readiris Pro 12 


$129 


I.R.I.S. 


(561)921-0847 


www.irislink.com 


One-click automation of tasks; support for less-common 
programs such as Lotus Symphony and 0pen0ffice.org 


Presto! OCR 4.0 


$99.95 


NewSoft 


(510)770-8900 


www.newsoftinc.com 


Batch scanning, background processing, text formatting 
editing, and customizable dictionary 


OmniPage Professional 17 


$499.99 


Nuance 


(800)654-1187 


www.nuance.com 


Very accurate; batch file and forms processing; 
support for SharePoint 


TextBridgeProll 


$79.99 


Nuance 


(800)654-1187 


www.nuance.com 


Inexpensive alternative for users of Windows XP; 
good for fax-only OCR 
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Giada Slim-N20 PC 

Mighty Mite Media Machine 



The Giada N20 is . . . well, cute. A 
sleek, shiny, paperback-sized, high- 
impact plastic square, the machine sits 
like a high-tech sculpture on a small 
aluminum stand that takes up little 
space on your desk or worktable. 

Power Enough For Most Jobs 

But don't let all that "cute" fool you; 
it works even better than it looks. For 
a tiny device that takes up almost no 
space, the N20 boasts some impressive 
specs: Powered by a D510 Dual Core 
Intel Atom processor, the N20 comes 
standard with 2GB of DDR2 667MHz 
RAM (more than most netbooks) and 
a 320GB hard drive. An onboard 
Nvidia GT218 ION2 video card can 
display full 1080p output; hi-def is no 
problem for this little machine. 

The list goes on. Packed into the 
diminutive case are connectivity op- 
tions that more than match that of 
most full-sized machines. The N20 
offers three USB 2.0 ports, Bluetooth, 
Ethernet and Wi-Fi access, standard 
audio jacks, an eSATA connector, 
VGA (Video Graphics Array) and 
HDMI (High-Definition Multimedia 
Interface) video outputs, a 4-in-l card 
reader, and Dolby 5.1 -compatible op- 
tical audio output. That's a lot of 
functionality for a completely silent 



6-inch square that's less than an 
inch thick. 

All of this means that the Giada N20 
is plenty powerful enough for most 
desktop jobs, whether you're surfing the 
'Net, writing a novel, or streaming video. 
Unless you're doing heavy-duty gaming 
or some other hugely processor-inten- 
sive tasks, the N20 can handle whatever 
you throw at it. 

It's All About The Media 

But spreadsheets are so boring. And 
novels are so pedestrian. You can't 
work all the time, right? What you 
really need are movies. And music. 
And games. What you really want the 
N20 to do is provide the slick media 
experience that you've come to expect 
from those big, powerful desktop ma- 
chines. And guess what? The little N20 
not only does the job, it comes 
through with flying colors. In fact, 
when you consider what's built into 
this little computer, you can see that 
the delivery of media is what the N20 
was really designed for: That's why the 
machine offers the HDMI port, the 
Nvidia ION graphics, the 1080p HD 
output, and the rest. 

But if that's not enough to give away 
the N20's media-centric roots, here's 
something that will: The machine 



KEY FEATURES: GIADA SLIM-N20 





Processor 


Intel Atom Processor D510 Dual Core 


RAM 


2GB DDR2 667MHz (expandable to 4GB) 


Storage 


320GB SATA II HDD 


Video 


Nvidia I0N2 GT218 - HDMI, DVI ports, 1080p output 


Networking 


Ethernet, Wi-Fi, Bluetooth 


Other connectivity 


(3) USB ports, 4-in-1 card reader, line/mic in/out 




Giada Slim-N20 PC 

$439 | Giada 

(415)202-5441 | www.giadapc.com 

The Giada Slim-N20 provides plenty of 
power, whether you're looking for a desktop 
workhorse or a quiet media machine for 
your living room. 



comes with a full-blown remote con- 
trol; not a little dinky thing with just 
off/on and volume switches, either. 
Sure, you can use the Giada remote 
control to turn the computer on and 
off and to crank the volume up and 
down. But the remote also has dedi- 
cated buttons to invoke and control 
Windows Media Center, the Windows 
Media Player, and many other apps, 
media-related or not. 

From Living Room To Office, The 
N20 Will Do The Job 

The upshot is that the Giada Slim- 
N20 is a tiny powerhouse that can do 
many things — and do them all well. If 
what you need is a quiet, space-saving 
PC for your den or office, the N20 is 
something to consider; the little ma- 
chine has enough power for just about 
any student or office worker. On the 
other hand, if what you're after is an 
affordable media- delivery system that 
can play your digital music library and 
deliver Internet TV or movies— and 
doesn't take up much space in your 
entertainment center while doing so — 
the N20 is a good choice. I 

by Rod Scher 
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BounceBack Ultimate 9.2 

Clone Your Hard Drive 



$69 (download) | CMS Products 
(800) 327-5773 | www.cmsproducts.com 



WinXP fc^ Vista /yWWin7 



CMS Products makes several back- 
up products; in fact, we covered 
its BounceBack Essential product in 
the September 2010 issue. Bounce- 
Back Ultimate picks up where Es- 
sential leaves off, adding support for 
custom backup sets and scheduling, 
data backup and syncing to multiple 
computers, data encryption, and 
more. However, the product is just as 
easy to use and automate, and it of- 
fers the same on-the-fly protection 
and user-friendly restore options as 
its less expensive sibling. 

Up & Running 

BounceBack Ultimate installs 
quickly and easily. If you are up- 
grading from BounceBack Essential, 
it detects the installation and trans- 
fers your settings. (Depending on 
your system and needs, you may 
want to start fresh with new back- 
up sets to take full advantage of 
Ultimate's more powerful feature 
set.) If you are not upgrading, 
BounceBack makes it easy to estab- 
lish your backup parameters. 

The BounceBack Ultimate user in- 
terface is blessedly simple, with big 
buttons for Backup, Restore, Add 
New Backup (create a custom backup 
set), Edit (change the settings for 
backup sets), and Options (launch 
full system backup or change pro- 
gram-level settings). 

BounceBack requires a backup 
source separate from your primary 
hard drive (this can be a connected 
external or networked drive). When 
you first run your full system backup, 
BounceBack will erase all the files on 
that drive, so be sure to back up any 
you wish to save. (You can store 
other things there afterward, if you 



wish.) BounceBack then 
creates a bootable drive 
from the external medium 
you designate, and its in- 
stallation CD doubles as a 
ready-made rescue CD. 

In Use 

From that point, Bounce- 
Back Ultimate can become 
as automated as you wish. 
When you create a backup 
set, you can make a variety 
of tweaks including whether the 
backup is system or data; whether to 
verify, encrypt, or otherwise protect 
data; and how often BounceBack 
should launch Continuous Data 
Protection. (This feature checks for 
file changes and updates backups in 
the background, based on a schedule 
you set.) BounceBack can also ini- 
tiate backup upon connection of a 
backup device. This is helpful if you 
disconnect your backup device for 
any reason and forget to reconnect it 
for a few days. 

BounceBack's data backup service 
works in the background and is vir- 
tually undetectable. It can back up 
open files and the Registry while you 
work. The only time we noticed a 
perceptible slowdown was during 
Registry backup. BounceBack can re- 
store entire drives or you can grab 
file and/or folder backups individ- 
ually using BounceBack's Quick- 
Restore feature (an option on the 
System Tray menu). Optionally, in 
Windows Explorer, BounceBack's 
drives look and act just like any other 
Windows drive. 

With BounceBack Ultimate's mul- 
tiple-location backup and sync fea- 
ture, you can send critical and 




Key Features: This automated drive cloning 
and backup solution features encryption, 
choice of destinations, and easy file recovery. 

office-related files to one location 
and personal and multimedia files to 
another, letting you restore needed 
files on a just-in-time basis de- 
pending on your requirements. (You 
must have BounceBack Ultimate in- 
stalled on any PC to which you wish 
to restore files.) 

Final Thoughts 

We gave Essential a good review, 
so why would you want Ultimate? If 
you back up sensitive material, or if 
you want the redundancy of multiple 
backup sets, then Ultimate is your 
tool. Ultimate also supports ver- 
sioned backups, ensuring multilay- 
ered backup protection. Overall, 
BounceBack Ultimate is a simple yet 
powerful tool that lets users decide 
just how much input they want to 
give. For those who crave automa- 
tion, it can protect them from the 
outset without the need for compli- 
cated configuration. I 

byJenniferFarwell 
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Internet Security Suite 201 1 

Simple Security 



$59.99 | F-Secure 
(888)432-8233 I www.f-secure.com 
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Win7 



With the release of ISS (Internet 
Security Suite) 2011, F-Secure 
continues its efforts to make Internet 
and system security more accessible and 
easy to achieve. The interface is similar 
to that of ISS 2010, with three large but- 
tons (Status, Tasks, and Statistics) 
linking users to all functions and sub- 
pages. Most activity — including identi- 
fying "safe" programs and letting them 
run — takes place automatically. Scans 
are fast and can be relegated to the 
background. Upon scan completion, 
ISS gives users the option for automatic 
cleaning or item-by-item evaluation. 

ISS includes malware, spyware, virus, 
and identity theft protection, an 
Internet firewall, email filtering to block 
spam and phishing attempts, and a 
Web site safety- checking tool. It also 



Key Features: F-Secure Internet 
Security Suite 201 1 features a 
straightforward, easy-to-navigate 
user interface, and it scores well 
in independent lab tests. 



incorporates basic parental 
control. (At installation, you 
are asked to select whether 
teenagers, small children, or 
both will use the PC. If you 
don't want parental control, 
click the Cancel button.) 

ISS performed well in the lab tests 
where F-Secure participates (ICSA Labs 
[www.icsalabs.com] and Virus Bulletin 
[www.virusbtn.com]). Like many secu- 
rity suites, F-Secure installs most suc- 
cessfully on a clean system. If you are 
already infected, F-Secure may be able 




to detect and remove the threat. If not, 
F-Secure recommends its free threat-re- 
moval tool Easy Clean, which you can 
get from its site. A 30-day free trial may 
help you decide if you like ISS. I 

byJenniferFarwell 



Intuit Websites 



$4.99 per month | Intuit 
(800)428-3170 | www.intuit.com 



Create A Web Site For Your Business 



For small businesses, groups, and in- 
dividuals who lack the skills or 
budget to get a Web site up, Intuit offers 
Intuit Websites. The interface is fully 
Web-based, and the first month is free, 
so you can test drive it from any com- 
puter. If you decide to keep it, the $4.99 
a month charge includes Web hosting. 

We were impressed by the number 
of templates (2,000), although there is 
some duplication (for example, you 
might find the same design in two dif- 
ferent background colors). Also, Intuit 
has done a great job of creating spe- 
cific categories (for example bakery 
and florist) rather than lumping every- 
thing into broad industry designations 
(such as retail). 

If you don't find what you want 
in your category, don't hesitate to 



Key Features: A wide 
variety of templates and 
the user-friendly Site Builder 
tool make it easy to get a 
Web site up and running 
with Intuit Websites. 

look at other groups, as 
many templates in In- 
tuit Websites can work 
in categories other than 
the one in which they 
are slotted. (You will 
likely need to change 
out the imagery, but 
you should do this, anyway.) 

The site builder tool is easy to use, 
dividing tasks into logical categories 
such as Content, Design, and E- 
Commerce. You can customize just 




about everything, although changing 
backgrounds can be tricky, depending 
on the design. I 

byJenniferFarwell 
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SendNow Nuances 



Though sending documents through email is a 
great way to get them from one place to an- 
other, it can often be fraught with possible perils: 
Is the attachment too large? Will it get caught in a 
spam filter? Was the client able to receive and 
open the document on her end? Acrobat X's new 
SendNow feature addresses these problems. With 
SendNow, you can send files up to 2GB (de- 
pending on the plan you choose) from any Web 
browser or from Acrobat X with confidence. 
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SendNow 

interface is 

very clean and 

easy to use. 



Quickly Send A File 

To use SendNow to share a document you're 
working on, click the Share button at the top 
right of the Acrobat X workspace. Make sure 
the Use Adobe SendNow Online radio button is 
selected and note that the file you currently 
have open appears in the Select Any Type Of 
File section. If you'd like to send a different file, 
click the gray X on the file to remove it and 
click the Add File link. Fill in the To field with 
the recipient's email address, add a subject and 
message, and click Send Link. If prompted, 
sign in to your Adobe account or set up a 
free account. 

When the file is sent, you'll see a Completed 
message and a link to View And Track Sent 



Files. Clicking the link will take you to your 
SendNow account online where you can view 
sent and received files, manage your ac- 
count, and send files. To access this account 
directly from any Web browser and use Send- 
Now without opening Acrobat X, sign in at 
sendnow.acrobat.com. 

SendNow supports many different file types, 
including PDF (Portable Document Format), 
JPEG (Joint Photographic Experts Group), and 
ZIP files. There are some restrictions, though, in- 
cluding executable and system files, audio and 
video files, and database and font formats. Note 
that sending audio and video in a PDF is sup- 
ported, however. 

Upgrade Options 

Users can subscribe to the service at varying 
levels. Each level has different file size and 
sending volume limits. To explore the upgrade 
options, visit sendnow.acrobat.com. The free ver- 
sion of SendNow caps file sizes at 100MB, allows 
only 100 downloads per file, offers just 500MB of 
storage space, and only lets you send one docu- 
ment at a time. In addition, the free version 
doesn't send emailed return receipts, let you con- 
trol how long others can view the file, or offer 
document tracking details. 

For $9.99 per month (or $99.99 per year), you 
can get the Basic plan, which is ideal for sending 
clients and co-workers large, image-laden files. 
With this plan, the maximum file size is 2GB, 
and you get 5GB of storage and 500 downloads 
per file. 

The Plus plan lets you send heavier-duty files, 
such as brochures and catalogs, to many con- 
tacts at once for $19.99 per month ($190 per 
year). This plan's storage capacity is 20GB with 
an unlimited number of downloads per file. The 
Basic and Plus subscriptions also let you require 
recipients to sign in to a free Acrobat.com ac- 
count to access the documents. These plans also 
provide a delivery confirmation to let you know 
which recipients received which files in real time 
via your online SendNow dashboard. In all ver- 
sions, every file you send and download is 
scanned for viruses. I 

by Jennie Schlueter 
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Microsoft News 

Microsoft Ends Office Genuine 
Advantage Program 

Those looking to download 
add-ons, templates, and up- 
dates for Microsoft Office no 
longer need to run the gauntlet 
of validating their copies of 
Office first, given that Mi- 
crosoft has discontinued its 
OGA (Office Genuine Advan- 
tage) program. 

The OGA validation require- 
ment was abruptly removed in 
mid-December, along with 
links to various Microsoft Web 
pages referencing the OGA 
program. A Microsoft spokes- 
person confirmed to ZDNet, 
which first broke the news, that 
the OGA program had been 
retired, saying it had "served 
its purpose." 

It's worth noting that the 
end of OGA validation doesn't 
eliminate the need to activate 
Office software using the 25- 
character product key. Also, 
Microsoft's Windows Genuine 
Advantage program remains 
in place. 

Microsoft Security Essentials 
Gets Update 

Microsoft Security Essen- 
tials, the company's popular 
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free anti-malware utility, has 
received its first major update. 

According to the company, 
Microsoft Security Essentials 
version 2 sports a new malware 
engine offering faster perform- 
ance and better threat detection 
and cleanup. Other improve- 
ments include integration with 
Internet Explorer for better 
protection against Web-based 
threats and the ability to in- 
spect network traffic on Win- 
dows 7/Vista systems. 

Microsoft Security Essentials 
v2 is free for consumers and 
small businesses with 10 or 
fewer PCs, and is available at 
tinyurl.com/mp68ys. 

IE9To Debut New Privacy Feature 

Internet Explorer 9 (which 
is currently in public beta) is 
slated to get a new priva- 
cy feature, dubbed Tracking 



Microsoft Security Essentials version 
2 promises faster performance and 
better malware detection. 
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Protection, that aims to give 
users control over whether 
their online activities can be 
tracked by third parties as 
they browse the Web. 

The Tracking Protection fea- 
ture enables "tracking protec- 
tion lists" that can filter out 
content on Web pages that 
originates from a site other 
than the one that's being visited. 

Tracking Protection will 
be opt-in and is scheduled to 
appear in the IE9 Release 
Candidate. 

Windows ^ps 

Change Graphics Output With 
A Hotkey 

When using a Windows 7- 
based notebook to give a pres- 
entation, there's a quick and 
easy way to adjust the system's 
graphics output mode without 
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opening the Windows Mo- 
bility Center or hunting for 
the Function key combo used 
by your particular notebook. 

Press the Windows logo key 
and the P key and a pop-up 
window will appear and let you 
choose from four possible 
graphics modes: output to the 
built-in screen only, duplicate 
the main display on an external 
monitor, extend the Windows 
Desktop onto an external mon- 
itor, or disable the main display 
and output to an attached pro- 
jector. (NOTE: This hotkey also 
works on Win7 desktops.) 

Sign In With A Single-Use Code 

If you ever find yourself 
needing to access Windows 
Live or Hotmail from a public 
computer — or any comput- 
er you're unfamiliar with — 
there's always a risk that the 
system might be harboring 
malware that can eavesdrop 
on your typing, intercept your 
password, and use it to hijack 
your account. 

To avoid exposing your Win- 
dows Live/Hotmail password 
when using a computer other 
than your own, you can opt to 
sign in with a single-use code 
instead of your regular pass- 
word. (The single-use code is 
essentially a temporary nu- 
meric password that expires 
after it's been used.) 

Single-use codes 
are delivered to 
your mobile phone 



Windows 7's 
Power Efficiency 
Diagnostics 
Report can ferret 
out power 
management- 
related problems. 



by text message, so you must 
register your mobile number 
with Windows Live in advance 
in order to receive the codes; 
you can do this at sms.live 
.com. (Note that per-message 
charges may apply depending 
on your mobile data plan.) 

Once your phone has been 
registered, click the link la- 
beled Get A Single-Use Code 
To Sign In With on the Win- 
dows Live or Hotmail sign in 
page and then click Get One 
Here. Finally, specify your ac- 
count ID, mobile phone loca- 
tion, and phone number and 
click Send Text Message. You 
should receive the code within 
a few minutes. 

Uncover Power 
Management Problems 

If your Win7 notebook isn't 
quite getting the battery life you 
expect, or it's having problems 
using Standby or Hibernate 
modes, it may be due to a 
problem with the system's 
power management configura- 
tion settings. By generating a 
Windows 7 Power Efficiency 
Diagnostics Report, you can get 
in-depth information about 
power configuration settings 
that may be interfering with 
optimal power management. 

To run the utility, click Start, 
type command in the Search 



Power Efficiency Diagnostics Report 



box, right-click Command 
Prompt, and then select Run 
As Administrator. When the 
Command Prompt window 
opens, type powercfg -energy 
and press ENTER. After scan- 
ning your system for about 60 
seconds, the utility will report 
how many errors, warnings, 
and informational items it 
found and refer you to a 
document called Energy- 
report. html that's located in 
the Windows\system32 folder 
for more detailed info. Type 
energy-report.html in the 
Command Prompt and press 
ENTER to open the report in a 
browser window. I 



Windows News 

HP Drops Windows Home Server Products 

HP has discontinued its MediaSmart line of 
Windows Home Server-based products, as well 
as shelved plans to introduce products based on 
the forthcoming version of WHS (code-named 



k Windows* Home Server 

"Vail"), which is slated for release in 2011. HP 
will continue to provide service and support to 
existing MediaSmart owners. 

Microsoft Cites First Windows Phone 7 Sales 
Figures— Sort Of 

The question on everyone's mind since the 
launch of Windows Phone 7 is: How well is 
Microsoft's new mobile OS (operating system) 
faring with customers? 

Microsoft recently reported that phone manu- 
facturers such as LG, HTC, and Samsung sold 
over 1.5 million Windows Phone 7-based devices 
in the first six weeks following its release. But be- 
cause phone manufacturers sell devices to mobile 
carriers and retailers and not directly to cus- 
tomers, the figure doesn't necessarily indicate 
how many Windows Phone 7 devices ultimately 
made their way into customers' hands. 
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Create & Use A Repair Disc 

Built-in Tools Restore 
& Stabilize Windows 7 



If your Windows 7 com- 
puter has been acting up 
on you — crashing, locking 
up, booting slowly, or ex- 
hibiting other problems — 
don't despair. You might 
already have on hand ex- 
actly the tool you need to 
repair and rejuvenate your 
system. Win7 includes a se- 
ries of useful system re- 
covery options and a tool to 
create a bootable disc that 
can take you right to those 
options. We'll show you 
how to create that disc and 
from there how to access 
the set of utilities that can 
bring your computer back 
to life. 

Create Your 
Win7 Repair Disc 

Generally, the tools are 
accessed via a System Repair 
Disc (occasionally called 
a Recovery Disc in some 




versions of Win7), and there 
are several ways to create 
one of those discs. (And one 
instance in which creating 
a disc may turn out to be 
unnecessary: See the "Pre- 
Installed System Recovery 
Tools" sidebar.) Note that 
in all the instances we'll 



i.'' System Restore 



"5m 



Restore your computer to the state it was In before the selected event 



■ 



:: Central Standard Time 



Date and Time Description Type 


12/7/2010 12:00:01 AM Automatic Restore Point System 


11/29/2010 4:53:35 PM 
11/29/2010 10:13:00 AM 


Removed Acronis Drive Monitor Uninstall 
Auto m ati c Re sto re Poi nt System 









































•/ Show more restore points 



Scan for affected programs I 



I < Back | Next > | | Cancel | 



describe, the ultimate goal is 
to end up at Win7's Create 
A System Repair Disc dialog 
box, from which point the 
system can take over and 
create the actual disc. 

Use the Backup And 
Restore option. One com- 
mon way to create the disc is 
to use the Control Panel's 
various backup options to 
do so. Open the Control 
Panel and select Backup 
Your Computer and then 



The System Restore dialog 
box lists restore points. 
Select a date prior to the 
point at which you began 
having trouble. 



click the Create A System 
Repair Disc link on the far 
left. Assuming that your 
system is equipped with a 
CD/DVD burner, the Create 
A System Repair Disc dialog 
box will appear. (If there 
is no burner present, an 
error message to that effect 
will appear.) 

Use the Maintenance 
tool. If you'd rather, you can 
click Start and All Programs. 
Select the Maintenance 
folder and then select Create 
A System Repair Disc. (In 
some versions of Win7, the 
option may be Create Re- 
covery Disc instead.) The 
Create A System Repair Disc 
dialog box will appear. 

Run the Recdisc.exe 
utility. Perhaps the simplest 
way to create a System 
Repair Disc is to click Start, 
type recdisc.exe in the text 
box, and press ENTER. 
The dialog box will ap- 
pear. (The "recdisc" utility 
name — standing for Recov- 
ery Disc — is a holdover from 
Vista. Win7 usually refers to 
the disc as a Repair Disc but 
some versions occasional- 
ly refer to it as a Recovery 
Disc. Same thing, two dif- 
ferent names.) 

Click Create Disc. It will 
take a few minutes to create 
the System Repair Disc, 
after which Windows will 
display another dialog box 
reminding you to label it. 
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Boot Up To The Repair Disc 

Now that you've created 
the disc, place it in your CD 
or DVD drive and boot the 
computer. In most systems, 
pressing F2 during the ini- 
tial boot (the computer's 
startup process) will bring 
up a Press Any Key To Boot 
From CD Or DVD option. 
(The correct keypress may 
vary from machine to ma- 
chine, so check your users 
manual.) Press a key to 
boot from the System Re- 
pair Disc you placed in the 
drive. You'll only have a few 
seconds to respond to the 
prompt. If you miss it, 
you'll need to reboot and 
try again. 

It's possible that you'll 
need to enter the system 
BIOS (Basic Input/Output 
System) and reset your boot 
options to allow booting 
from an optical drive. To 
enter the BIOS, press 
DELETE (or ESC or F2, 
etc., depending again on 



your particular system) re- 
peatedly during bootup. 
Once at the BIOS menu, go 
to the Boot, Boot Order, or 
similarly named menu. 
Place your optical drive 
first in the list of boot op- 
tions. Be sure to save your 
changes before exiting. 

In the System Recovery 
Options dialog box, select 
your language. The system 
will then search your com- 
puter for previously created 
system images. If you cre- 
ated a backup image earlier, 
you can use that image to 
restore your system at this 
point, if you like. 

Otherwise, select your 
OS (operating system; 
Win7 may be the only one 
listed) and click Next. At 
this point, the System 
Recovery Options dialog 
box will display a list of 
five tools: Startup Repair, 
System Restore, System 
Image Recovery, Windows 
Memory Diagnostic, and 
Command Prompt. 



Back It Up & Avoid The Headache 



Yeah, we know. You've been meaning to back up. But 
things have been so . . . well, hectic, lately, and you just 
never quite got around to it. And now it's too late: Your 
system has crashed. Or your hard drive died. Or the ferret 

chewed up the netbook, the den flooded Whatever. 

The bottom line is that you just lost several weeks' or 
months' worth of hard work. Yikes. 

Do yourself a favor. Buy a good backup utility. Use it regu- 
larly — every week, if not every day. Store the backups offsite. 
Don't forget to practice restoring a few times, just to be sure 
that things really are getting backed up and that you know 
how to recover the backups if it should become necessary. 

If you back up regularly, then when disaster strikes, you 
won't even have to worry about creating discs and using 
recovery tools. Just clean up your hardware, click the 
Restore button, and go have a cup of coffee while your 
data reinstalls itself. 

There. Isn't that easier? 
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One quick way to the Create A System Repair Disc dialog box is to 
click Start, All Programs, Maintenance, and then — depending on 
your version of Win7 — select either the Create Recovery Disc or Create 
A System Repair Disc option. 



Using The System 
Recovery Options 

Startup Repair. The 

Startup Repair option may 
be the most useful of the 
five utilities, because many 
system issues are caused by 
(or reflected in) startup- 
related problems. These 
can include slow boots, 
Registry problems, lockups 
during boot, etc. 

When you select the Start- 
up Repair option, Windows 



will scan your computer and 
look for problems. If you 
have a corrupted Registry 
or damaged system files, 
the tool can often correct 
them. Keep in mind that 
your system may reboot 
during the repair process, so 
don't worry if that happens. 

The utility will check hard 
drive integrity, status of up- 
dates, and the computer's 
boot logs, and then it will at- 
tempt to correct any errors it 
finds. Once it's finished, you 
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can select View Diagnostic 
And Repair Details to see 
what it found. If the utility 
finds problems that it can- 
not correct, it will display a 
problem summary that may 
include links you can use to 
find more information. 

System Restore. System 
Restore accesses a series of 
previously saved restore 
points to allow you to revert 
your system to an earlier 
(and presumably more 
stable) version that contains 
working versions of the 
Registry, applications, and 
system files. To restore to an 
earlier version, select the 
System Restore option from 
the list; the system will 
present a list of restore points 
to which you can restore 
your system. Select a restore 
point that was created prior 
to the point at which you 
began having problems. 
Keep in mind that, by re- 
storing, you will lose any- 
thing you've installed or 
updated since that date. 

System Image Recovery. 
This is not the same as a 
System Restore, described 
above. While a System Re- 
store utilizes multiple (of- 
ten system-created) restore 
points to "roll back" your 
computer, a System Image 
Recovery relies on your 
having previously created a 



system image backup — 
preferably prior to the point 
at which your problems 
began. Be careful: Restor- 
ing from an image will re- 
place everything on your 
drive with the content of 
the image. You'll lose any- 
thing you've added since 
the image was created, in- 
cluding documents, photos, 
and applications. 

Windows Memory Di- 
agnostic. Bad memory can 
cause bad problems: frus- 
trating, often intermittent 
problems that range from 
random reboots to failure to 
boot altogether. This diag- 
nostic runs a series of tests 
designed to check your 
computer's RAM. 

Select the Windows Mem- 
ory Diagnostic option. Your 
system will reboot and begin 
checking its memory. The 
process can take several min- 
utes. When the test finishes, 
the system will reboot again 
and display a log describing 
the results. 

Replacing memory is 
simple and relatively inex- 
pensive, so if your problem 
does turn out to be RAM, 
the solution is usual- 
ly straightforward. (Need 
to know how to install 
RAM? See pages 48 to 50 
in the June 2009 issue of 
Smart Computing.) 





x| 


Choose a recovery tool 




Operating system: Windows 7 on (D:) Local Disk 




• 


!.. . J 




.^ 


Automatically fix problems that are preveir. : rare starting 




M 


System Restore 




Restore Windows to an earlier point in time 




■jfcs, 


Svstem Imacje Recovery 




Recover your computer using a system image you created earlier 




■ r 3ft 


Windows Memory Diagnostic 




Check your co : iccy hardware errors 




B 


Command Prompt 




Open a co window 






Shut Down Restart 


1 









Command Prompt. 

Win7 includes (and third- 
party vendors also offer) 
command-line based utili- 
ties that let you tinker with 
the OS at a very low level. 
These tools can be very 
useful, but they can also be 
dangerous: They'll let you do 
just about anything, even if 
its wrong. 

If you need to run a com- 
mand-line tool, select this 
link. A Command Prompt 
window will open. From 
within it, assuming you 
know the DOS-derived 
commands and switches, 
you can move from one 
drive to another, invoke pro- 
grams, copy and delete files, 
and more. Just be careful in 
there. If you're using a com- 
mand line-based tool, be 
sure to follow the instruc- 
tions very carefully. 

The Right Tools 
For The Job 

Win7 is probably the 
most stable, trouble-free OS 
ever released by Microsoft, 
but it's still a complex piece 
of software that must run 
in thousands of different 
configurations and work 
with an almost infinite 
number of applications and 
drivers. Things can go 
wrong. When they do, your 
Win7 System Repair Disc 
may be able to help you 
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Preinstalled 
System 
Recovery Tools 
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Some Windows 7 
computers already 
have the System Recov- 
ery Tools installed, in 
which case accessing 
them is straightforward, 
and there's no need to 
create a disc. 

1. Remove any CDs, 
DVDs, or other 
media from your 
system and restart 
your computer. 

2. As the system boots, 
repeatedly press F8; 
the system will boot 
into the Advanced 
Boot Options screen. 
(If the Windows 
logo appears, you've 
waited too long, so 
you'll have to reboot 
and try again.) 

3. Select Repair Your 
Computer and press 
ENTER. The five 
system recovery 
options discussed 
in the main article 
will display. 



clean up Windows and get 
it running smoothly again. I 

by Rod Scher 



The Windows 7 System 
Recovery Options dialog box 
will list and provide links to 
the five system repair tools. 
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Windows For Business 

Microsoft Takes To The Cloud 



As a small business 
owner, controlling your 
costs is a major and ongoing 
concern. Creating, man- 
aging, and maintaining your 
own information tech- 
nology infrastructure — the 
hardware, software, and 
physical components that 
constitute your company's 
network — can be time con- 
suming and expensive. 

One option is to contract 
with Microsoft's Windows 
Azure (www.microsoft.com 
/windowsazure), a cloud 
(accessed via the Internet) 
computing service that 
helps you manage your 
computer applications and 
data. Instead of hosting all 
of your computer functions 
at your physical business 
site, Windows Azure does 
that for you through the use 
of data centers located 
throughout the world. 

Unveiled at the Microsoft 
Professional Developers 
Conference in November of 
2009, Windows Azure con- 
tinues to evolve and is 
available in 41 countries. 
Through the platform as a 
service model, Microsoft 
Windows Azure consists of 



three main components: 
Windows Azure, SQL 
Azure, and Windows Azure 
platform AppFabric. 

The Windows Azure plat- 
form is an operating system 
that offers a set of tools and 
services to assist with a va- 
riety of tasks: computing 
functions; storage needs, 
such as archiving emails or 
warehousing photos, music, 
or videos; delivering content 
to users, like interactive 
maps, media files, software, 
and documents; hosting; 
and managing capabilities. 

SQL Azure provides a 
fully functioning database, 
and Microsoft Windows 
Azure platform AppFabric 
ensures secure connectivity 
and messaging between ap- 
plications running onsite and 
those operating in the cloud. 

Ways in which a business 
might apply Microsoft 
Windows Azure are varied. 
"The services may be a Web 
site or a computational 
service to crunch data or 
provide some other useful 
computational capability," 
says James White, director 
of training and cloud com- 
puting practice lead for 



Intertech Inc. (www.in 
tertech.com), a Minnesota- 
based company that delivers 
training and consulting 
services on Windows Azure 
and cloud computing. 

Stay Focused 

"The benefits to small 
businesses are several," 
White says. "With Windows 




James White, director 
of training and cloud 
computing practice 
lead for Intertech Inc., 
a Minnesota-based 
company that delivers 
training and consulting 
services on Microsoft 
Windows Azure and 
cloud computing. 



Azure there are no or little 
infrastructure capital expen- 
ditures to run your own ap- 
plication and data center. 
Data centers are costly to 
build and then operate. Let 
Microsoft operate the data 
center for you and you pay 
for the portion of their data 

center you use You focus 

on your business and the 
applications and software 
you need. Let someone else, 
namely Microsoft, solve the 
IT infrastructure problem." 

Among the benefits of 
this cloud computing plat- 
form is efficiency. "The 
Windows Azure platform 
enables partners to spend 
less time on operational 
hurdles and more time fo- 
cusing on their competitive 
differentiators," says a 
Microsoft spokesperson. 

Curtail Costs 

Microsoft says Windows 
Azure can lower upfront 
capital costs. "Customers 
and partners can realize a 
reduction in total cost of 
operations of some work- 
loads by up to 30 to 40 per- 
cent over a three-year 
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period," says a Microsoft 
spokesperson. You save 
money because you don't 
have to purchase the equip- 
ment and run it yourself. 

And, with the consump- 
tion-based pricing struc- 
ture, you pay as you go and 
for what you use. 

Microsoft offers a variety 
of usage packages, with de- 
tails listed on its Web site 
under the Purchase heading. 
For example, a six-month 
promotional subscription 
sells for $59.95 per month. 
The offer is valid through 
March 31 and gives you a 
set number of compute 
hours, storage units, data 
transfers, AppFabric Service 
Bus connections, and Access 
Control Functions. 

An introductory special 
allows you to try Windows 
Azure at no charge. The 
Web site provides the 
promotional details and 
pricing for usage over the 
base amount. 

Find Flexibility 

Microsoft's data centers 
allow flexibility and scala- 
bility to meet high or low 
periods of demand. "If your 
Web site or application gets 



Slashdotted today, as a small 
business owner you are out 
of luck," White says, refer- 
ring to a situation in which 
your Web site appears on a 
popular news site (such as 
www.slashdot.com) and 
traffic to your Web site 
surges. "Your small data 
centers can't keep up with 
a heavy demand and you 
go down. With Windows 
Azure, you can quickly spin 
up more services and data 
as you need. 

"Likewise, if a change in 
business doesn't require as 
much of your systems, you 
haven't wasted money for 
all that computing power in 
your own data center to just 
sit there idle," he says. 

Faster Time-To-Market 

Establishing technology 
infrastructure not only 
costs money, but can take 
time you may not have. 
White offers a scenario for 
how a small business could 
benefit from the use of 
Windows Azure. "Let's say I 
have a concept for a new 
small business," says White. 

"I need to get my presence 
on the Web yesterday. 
Remember, I am just an idea. 



Microsoft Introduces Powered By 
Windows Azure Logo Program 



f your business has created solutions using Windows 
Azure, and you meet certain criteria outlined by 



Microsoft, you may be able to display the Powered by 
Windows Azure logo on your Web site to let your cus- 
tomers and clients know you partnered with Windows 
Azure and use some of its applications. 

This new co-marketing plan helps you promote your 
products and services while working with the benefits of 
Microsoft Windows Azure. More information on the logo 
program is available at www.microsoft.com/windows 
azure/comarketing. 



I don't have a large IT shop, 
certainly no office with a 
server room and data center. 
How can I get something 
running, perhaps globally, 
quickly? I just need to build 
my product site or service of- 
fering and deploy it to 
Windows Azure. Now I have 
the support and scalability of 
a data center equal to that of 
a Fortune 500 company." 

The only components 
necessary to get started 
with Windows Azure are a 
computer and an Inter- 
net connection. 

Many companies have 
taken advantage of Win- 
dows Azure cloud com- 
puting services. For example, 



Arzeda (www.arzeda.com), a 
biotechnology firm, has seen 
reduced costs and increased 
scalability. This four-person 
company needed extra data 
storage space for its complex 
mathematical computations. 
ChronoRace (wwwchrono- 
race.be), a Belgian company 
with eight employees, used 
Windows Azure applications 
to post race videos within 
three hours of the race finish. 
For these and other small 
businesses and home offices, 
Microsoft Windows Azure 
allows owners to spend less 
time and money on their in- 
formation technology infra- 
structure and more time 
delivering goods and serv- 
ices to their customers in a 





£2? Windows Azure 


flexible and secure format 
via the Internet. 1 




by Kim Quade 




Microsoft Windows Azure is a cloud computing 

service that helps you manage your computer 

applications and data via the Internet. 
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Is Your Business Data 

Safe? 

Protect Your SOHO Network 



Running a small or home-based 
business often means you get to 
play IT manager in addition to 
your other duties, and that role often 
sinks to the bottom of a long list. 
Don't let that happen unless you want 
your business to end up in the news 
for the wrong reasons. Ignoring net- 
work security puts your data and 
your customer's data at risk, and 
turning your network into a tough 
target takes little time. 



The Router: Your Secret Weapon 

Before getting into the specific tips, 
it is important to discuss routers 
(sometimes called Internet access 
points), as network security revolves 
around this all-important device. 
Routers serve as the clearing station 
for all data traveling over your net- 
work, including data to and from the 
Internet, and buying a router that is 
suited to the SOHO environment is an 



important first step in keeping that 
data safe. Most of the following tips 
are router-related, so keep the features 
we discuss in mind when shopping 
for hardware. 

1 Password-protect the router. Router 
settings are often accessed by 
typing 192.168.1.1 in the address bar 
of your browser. (The number may 
vary slightly depending on your hard- 
ware, so check the documentation if 
that doesn't work.) When the router is 
first set up, either no password or a 
factory- default password is required to 
get to the settings. Change it to some- 
thing stronger so people connected to 
your network can't access the settings 
and take total control of the router. 

The exact procedure for changing 
the password varies, but often is in the 
Basic or Administration section. 
Instead of using a single word, use a 
phrase that nobody could easily guess 
and that incorporates a combination 
of capital and lowercase letters, and 
sprinkle some numbers and symbols 
in there, as well. Share this password 
with nobody. 

2 Update firmware. Firmware is soft- 
ware installed inside your net- 
work's router that defines its features 
and functionality. Manufacturers 
often update it to fix security holes, 
squash bugs, improve performance, 
or add new capabilities. These up- 
dates are free, so visit the manufac- 
turer Web site and look for firmware 
that corresponds to your router's 
exact make, model, and revision 
number. (This data is often listed on 
a sticker attached to the bottom of 
the device.) 

Install the firmware using the exact 
instructions provided by the manufac- 
turer. Don't unplug or turn off the 
router or the computer during the in- 
stall or you risk permanently garbling 
the router's internal memory, re- 
quiring a repair or replacement. Each 
time you update the firmware, you 
may also need to update all of the 
other settings discussed in this article, 
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so check the settings to see if anything 
has changed. 

3 Encrypt the wireless connection. 
Equipping your business with wire- 
less networking poses many risks be- 
cause wireless devices can access it 
surreptitiously from anywhere — in- 
cluding outside the building. That's 
why it's so important to implement the 
latest authentication and encryption 
technology available and upgrade to 
new technology as it becomes avail- 
able. Authentication requires devices 
to show proper credentials to the 
router before they can gain access to 
the network. Encryption encodes data 
passing over the network so that even 
if someone from the outside accesses 
the data, they can't convert it into a us- 
able form without the proper decryp- 
tion key. 



It also is important to regularly 
rotate wireless passwords. "Par- 
ticularly as employees are com- 
ing and going from the business, 
such that they don't become ex- 
ploited by former employees," 
says Peter Beardmore, director of 
product marketing for consumer 
products at Kaspersky (www 
.kaspersky.com). 
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4 Establish a VPN. A VPN (vir- 
tual private network) lets 
machines from outside your of- 
fice securely connect to the of- 
fice network. It keeps outsiders 
out and encrypts data so any- 
one trying to snoop can't make 
any sense of any data you transmit or 
receive. The best SOHO routers have 
VPN capabilities and come with soft- 
ware that let you establish a VPN. 
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Free anti-malware 
such as Microsoft 
Security Essentials is 
fine, but remember 
that it doesn't 
support advanced 
management features. 



Don't use a router that only sup- 
ports the old, outdated WEP (Wired 
Equivalent Privacy) standard. Instead, 
get one that uses WPA2 (Wi-Fi Pro- 
tected Access 2). Hackers can crack 
WEP in minutes using tools anyone 
on the Internet can download free. 
WPA2 is much, much tougher for 
them to break, especially if you use 
long, strong passwords. Use AES 
(Advanced Encryption Standard) en- 
cryption if all your devices support 
it, and if they don't, select TKIP 
(Temporal Key Integrity Output) en- 
cryption (or a combo if your router 
provides that option). 



Sometimes this is difficult to manage 
or your router doesn't specifically 
support it, in which case you should 
look into a third-party VPN. Some 
don't require any hardware and let 
you manage your VPN from a Web- 
based interface. 

5 Configure a firewall. A firewall is like 
a border control guard between 
your network and the Internet. It in- 
spects all incoming traffic to make 
sure you authorized it and also checks 
all outgoing traffic to make sure it has 
permission to leave. All good SOHO 
routers come with their own hardware 



If your router doesn't have a firewall, be sure to use the one 
built into Windows 7 on all machines connected to the router. 



firewalls, which must be enabled and 
configured according to the instruc- 
tions they came with. If your router 
does not have this functionality, then 
at least enable the firewall that comes 
with Windows 7 on all computers con- 
nected to your network. 

To do this, click Start, click Control 
Panel, click System And Security, and 
click Windows Firewall. Click Turn 
Windows Firewall On Or Off (on the 
left side of the window) and make sure 
Turn On Windows Firewall is selected 
in both sections. Leave Notify Me 
When Windows Firewall Blocks A 
New Program checked in both sec- 
tions, as well. 

If you ever want to disable or enable 
permissions for a program, go back to 
the Windows Firewall panel and click 
Advanced Settings. Click Inbound 
Rules to change settings for programs 
that connect to the Internet to down- 
load data or Outbound Rules to change 
settings for programs that send data to 
the Internet. 



6 Segregate private and public net- 
works. If you plan to operate a wire- 
less hotspot for customers at your 
business, never let them access the 
same wireless network you and your 
employees use. This exposes your 
business's data to tremendous risk. 
Instead, you can pay for an entirely 
separate Internet connection devoted 
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solely to customer use, or you can up- 
grade your router. "The good news is 
that there are a number of SOHO 
routers out there that will both run a 
private and public network simultane- 
ously from a single device," says 
Beardmore. "If you can make sure it's 
properly configured, you can appro- 
priately sequester that traffic." Look 
for routers with wireless guest access, 
virtual network capability, or similar 
marketing terms, meaning 
they can run two com- 
pletely separate networks 
from one device and one 
Internet account. 



Every computer connected to your 
network must have anti-malware in- 
stalled and configured to automati- 
cally update itself and perform scans 
at least weekly. For best protection, we 
recommend installing a compre- 
hensive package such as Microsoft 
Security Essentials (free; www.mi 
crosoft.com) on each machine and 
running manual scans using Mal- 
warebytes (free, or $24.95 per machine 
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Encryption 
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Group Key Renewal 



' P-.2 -t } :-:■ 




7 Relocate and reduce power. 
Manufacturers focus on 
improving the range of 
wireless routers all the 
time, but depending on 
your business's location, this isn't nec- 
essarily a good thing. The signal can 
extend well beyond your place of busi- 
ness, into neighboring businesses and 
parking lots where it's easy for hackers 
to attempt breaking in without ever 
entering your establishment. Try lo- 
cating the router in a central place in- 
stead of up against an outside or 
shared wall. You might also want to 
experiment with reducing the router's 
power output if your router's firmware 
allows it. Most don't, but ratcheting it 
down can provide good coverage for 
you while denying access to outsiders. 

8 Check and update anti-malware soft- 
ware. Viruses and other malware 
pose a bigger threat to businesses than 
ever. Beardmore says Kaspersky is 
seeing an increase in the amount of 
targeted malware directed specifically 
at small businesses, something that 
used to be reserved for larger enter- 
prises. "What that means is that 
they're very specific exploits targeting 
very specific users in very specific or- 
ganizations," he says. "And they're pri- 
marily going after financial data, and 
once they get that data, they empty the 
bank account as quickly as possible 
and scram." 



m 



Always use the latest authentication and encryption standards, 
such as WPA2 with AES encryption. 



for a more capable version; www.mal 
warebytes.org) every week. 

With all the free anti-malware soft- 
ware that's available, it may seem 
silly to pay for a third-party solution, 
but don't forget that most 
free solutions are not li- 
censed for commercial use 
and also don't support 
some advanced features 
that are of value to busi- 
ness users. "For any busi- 
ness that's running any 
number of computers 
greater than two or three, 
more often than not you 
need some flavor of man- 
agement," says Beardmore. 
"Usually when you go with 
Kaspersky or some of our 
competitors that have 
products that are focused 
on small business, you're 
going to get a package that 
is well-catered to your 
needs and to the size of 
your business." Beardmore also sug- 
gests checking anti-malware tests at 
places such as AV Test (www.av- 
test.org) and look for consistency in 
threat detection rates over a long pe- 
riod of time instead of focusing on 



whatever is currently doing best in 
that regard. "Everybody goes through 
their ups and downs and even the 
least among us often has a good day 
when it comes to third-party testing, 
but you want something that's going 
to be good all the time." 

9 Educate your employees. Beardmore's 
No. 1 suggestion for business net- 
work security "has nothing to do with 
technology," he says. "It's 
all about education and 
making sure that everyone 
knows the risks, under- 
stands how to minimize 
those risks, and under- 
stands how to safeguard 
information." If the people 
who work for you don't 
know what's at stake, they 
won't help you proactively 
protect your business or its cus- 
tomers. Train them how to use anti- 
malware and keep their computers 
and wireless equipment up-to-date 
with the latest patches and firmware. 
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(•) Perform quick scan 

A quick scan utilizes oui unique fast scanning technology to scan your system for malicious software. 



Perform full scan 
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Perform flash scan 

A. fash scan will analyze memory and autcrun objects. If is only available to our licensed m 



It's important to scan systems with antivirus software such as 
Malwarebytes Anti-Malware, and free programs are often good, 
but note that they may not be licensed for commercial use. 



Teamwork is the only consistent way 
to keep malware and malicious 
people away from your network and 
your precious data. I 

by Tracy Baker 
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Multifunction Printers & Hard Drives 



Here's a tidbit you may not know 
concerning that MFP (multi- 
function printer) sitting in your 
office: If it was manufactured in 2002 
or after, it might have a hard drive 
inside, which, depending on the config- 
uration, could be storing an image of 
every scanned, copied, faxed, or 
emailed document. Here's something 
else you might not know: When it's 
time to replace that MFP, that data can 



records, credit card numbers, and other 
confidential information accessible to 
those who'd use it in unsavory ways. 

Copy That 

Where exactly can that data wind up? 
"The simple answer is [with] anyone 
and anywhere in the world," says 
Caitlyn Hessell of }} Bender (www.jj 
bender.com), a used printer vendor that 




Konica Minolta provides numerous 
online materials detailing its 
practices regarding security in its 
MFP models, including a video 
presentation that addresses a 
2010 report CBS News conducted 
on hard drives in copiers. 



fall into the hands of someone outside 
the company, meaning if you run an in- 
surance company, accounting firm, law 
office, medical practice, or any other 
business dealing with customer and 
employee data, you could be making 
health records, SSNs, birth certificates, 
tax forms, payroll information, bank 



also provides a Hard Drive Security 
Program to erase data on printer hard 
drives. "The complex answer is that be- 
cause a machine is sometimes first sold 
to a wholesale company, there is really 
no accurate way to track where it will 
end up, but a common example is that 
an end user will sell his machines to a 



vendor that remarkets used equipment, 
and that vendor might sell to a whole- 
saler who then sells the equipment to an 
end user overseas or to another whole- 
sale company overseas, who then sells 
to another end user. The chain is end- 
less, and a machine's information might 
pass through two to six owners before 
being scrapped." 

Especially in 2010, this topic has 
garnered considerable attention, par- 
ticularly following a report from CBS 
News. With assistance from John 
Juntunen, founder of Digital Copier 
Security (copiersecurity.com), CBS 
News purchased four used machines 
from a New Jersey warehouse. Using 
freely available forensic software, 
thousands of documents were ac- 
cessed in hours, including documents 
from the Buffalo, N.Y., Police Sex 
Crimes Division, Buffalo Police 
Narcotics Unit, and New York con- 
struction and insurance companies 
containing medical records, names of 
criminal suspects, pay stubs, SSNs, 
copied checks, and more. 

"Any printer with a hard drive or a 
machine capable of making copies or 
scanning documents" is susceptible, 
Hessell says. "It's a huge problem that 
unfortunately does not get enough 
media attention, and criminals are be- 
coming more aware of just how easy it 
is to steal information off of printer 
hard drives." 

Following the report, TechRepublic 
(www.techrepublic.com) polled 1,102 of 
its members and found 54% indicated 
their companies lacked a policy for 
wiping copier hard drives, while 68% of 
799 members stated their companies 
didn't wipe copier hard drive data. 
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What's Being Done 

Konica Minolta (www.konicaminolta 
.com) is aware of the problem, and ac- 
cording to Kevin Kern, senior vice pres- 
ident of marketing, the company has 
been on the issue for roughly eight 
years. Details concerning security meas- 
ures the company has in place are 
readily available on its Web site, and 
Konica Minolta also makes available a 
"Fundamentals Of Security" white 
paper that outlines its security practices, 
including its entire system architecture 
adherence to ISO 15408, an IT-based 
data security standard also referred to 
as Common Criteria (www.common 
criteriaportal.org). 

"We architect to achieve that ISO 
15408 standard," says Kern. With ISO 
15408, "you have to certify to the fed- 
eral government, and especially con- 
tractors of the federal government, 
that you can achieve certain levels of 
that ISO 15408 standard to be allowed 
to be on their networks. It really came 
from the National Security Agency 
and government specifications for 
procurement, particularly on secure 
projects and contractors of the govern- 
ment, and then it spread to the com- 
mercial side." 

Konica Minolta's entire mainstream 
product line comes standard with HDD 
Lock Password, Hard Drive Encryp- 
tion, Hard Drive Sanitization, Data 
Auto Deletion, and Automatic Job 
Overwrite security features, Kern says. 
Konica Minolta also states its MFPs 
don't store "any data or images from 
standard print, scan, fax, or copy jobs 
as a standard feature." Doing so re- 
quires customers to enable such ability. 

Kern says following CBS News' 
report, Konica Minolta received thou- 
sands of calls. Most enterprise cus- 
tomers are "very aware" of hard 
drive-related risks, he says, though 
"most people in a small or medium- 
sized business aren't. But we try to edu- 
cate everybody. We actually have a 
security guide that comes with each 
product to explain all the different 
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end of the product's life. 
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things you can activate on the product," 
he says. 

A look around other major MFP 
manufacturers' Web sites turns up 
similar information. Lexmark (www 
.lexmark.com), for example, details its 
encryption, hard disk wiping, physical 
locks, and firmware tools designed to 
restrict "the ability to extract informa- 
tion, create folders, share the hard 
disk, create a network file share, or 
FTP information to the hard disk di- 
rectly from a client device." Lexmark 
also lists its products that contain a 
hard drive, but states "currently hard 
disk encryption and hard disk wiping 
are not default settings for Lexmark 
devices." Guides to turn those features 
on are provided, however, as well as 
end-of-life recommendations for re- 
moving hard drive data before trading 
in, donating, or disposing of MFPs. 

"It's just a matter of knowing what 
your requirements for security are and 
establishing those. And then just re- 
member at the end of life to take care of 
the data if you've stored any on there," 
Kern says. "I look at it this way: If 
you're storing any customer data or pa- 
tient records or anything like that, you 
do have a responsibility to make sure 
you manage and control that data well." 



Due Diligence 

Overall, Kern estimates possibly 30 
to 40% of the entire global installed 
base of machines could fall into the 
hard drive data arena. Still, he con- 
siders an employee losing a physical 
copy containing vital data or misuse of 
thumb drives greater security risks. 
"The real thing is you have to treat 
[an] MFP sort of like an IT product," 
he says. "If you're going to store data 
on it, you have to make sure it's prop- 
erly secured, and we have extensive 
guidelines on how to set that up." 

Kern says that most MFPs don't 
capture an image and store it unless 
you decide to do that. "You actually 
have to go through software, scan, 
capture, and hold it there," he says. 
Printing-wise, "there's occasionally a 
bit of image, not data, information 
stored on the hard drive, but it's over- 
written by the next job." Solution-wise, 
Hessell says "the most effective option 
is complete destruction of the hard 
drive, which can be done by way of 
software overwrite, reformatting, or 
physical destruction — all of which are 
effective if done correctly." I 

by Blaine Flamig 
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Readers' Tips 



Many of our readers 
come across fast, 
easy ways to solve 
a problem or 
accomplish a task. 
Well, we'd like to hear 
about it! If you have a 
great tip you'd like to 
share, email us at 
readerstips@smart 
computing.com. 
If we print your tip, 
we'll send you a free 
Smart Computing 
T-shirt. You'll be the 
envy of all (well, 
some) of your friends. 

Please include your 
first name, last name, 
and address, so that 
we can give you credit 
if we print your tip. 
(And so that we 
can send your 
T-shirt to you, of 
course.) Please limit 
your tip to 200 words 
or fewer. Not all tips 
received will be 
printed, and tips may 
be edited for length 
and clarity. 






Short & Simple Tips 
To Make Things Easier 



Compiled by Nathan Lake 



A Light In The Darkness 

I have my PC located under my desk, and 
when I need to connect or disconnect cables, 
it's difficult to see. Instead of trying to hold and 
aim a flashlight, I've installed an inexpensive 
self- stick puck light so I can easily see the ca- 
bles, ports, and power cords. 

Sarilee N., East Greenwich, R.I. 

Windows Explorer Tip For Windows 7 

When using Windows Explorer, the listings 
in the Location bar, such as D:\FOLDER\ 
Subfolder, are also links that will take you to 
the folder location. For example, if you clicked 
the "D:" portion in the above example, 
Windows 7 would take you to the main folder 
window for the D: drive on your PC. By 
clicking the links, you'll no longer need to go 
backward through folder trees to locate the 
folder you need. 

Ron S., Waldorf, Md. 

Extra Storage 

Recently, I revived an old Windows 98 Second 
Edition PC and included it on my home net- 
work. Rather than just allowing it to gather dust, 
I decided to use its hard drive to back up cer- 
tain files from my other PCs. It worked great, 
but I had one problem: I did not want it 
connected to the Internet— just my 
home network. 

I couldn't figure out 
how to do it on my 
own, so I went to Smart 
Computing's Q&A sec- 
tion on the Web site (www 
.smartcomputing.com). The an- 
swer I received from nktower was 
to "Give it a static IP address, such 



as 192.168.1.250 ... a subnet mask of 
255.255.255.0, and a default gateway of 127.0.0.1 
(itself). The gateway is where it goes when it 
wants to talk to something other than your 
LAN [local-area network]. With a NAT 
[Network Address Translation] router in place, 
outside access is blocked, all connections 
must be established from within, so the 98SE 
won't be able to establish a connection." This 
worked beautifully — no Internet on the Win98 
computer, but it could still network with my 
other PCs. 

Judith C, Bethany, Okla. 

Identify Memory Problems 

Whenever I suspect a memory problem, I run 
Memtest86 (free; www.memtest86.com) to en- 
sure that my PC's memory works properly. 
Memtest86 runs before you boot into 
Windows, and you can install it onto a flash 
drive that Memtest86 will make into a bootable 
drive. I have found that it sometimes takes 
more than one complete pass of the tests to 
find an error, so I typically let the program 
run several passes overnight. Following this 
procedure, I have prevented or solved serious 
problems and rescued a laptop that was pre- 
sumed dead. 

Jeffery S., Cincinnati, Ohio 

Monitor Modification 

I recently purchased a new widescreen LCD 
monitor, but as I've seen with a lot of new 
monitors, it didn't have height adjustment op- 
tions. I found a quick fix is to lift up your 
monitor and place a few old books under the 
monitor stand. This way, you can instantly ad- 
just the monitor to the height you prefer. 

Keith B, Melbourne, Fla. 
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Corel WordPerfect Office X5 

Create Polished Documents With OfficeReady 



R Woid Perfect OfficeReady 



WordPerfect OfficeReady is a template tool 
included in WordPerfect Office X5. A tem- 
plate is a preformatted document providing you 
with a framework for quickly and easily creating 
common documents, such as business letters and 
fax cover sheets, or more complicated documents, 
such as a business plan. 

Get Started 

Start WordPerfect OfficeReady by double- 
clicking the OfficeReady icon on your Desktop. 
The tool is also available in the All Programs 
menu. (Click Start, All Programs, WordPerfect 
OfficeReady, and Start WordPerfect Office- 
Ready.) 
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The OfficeReady 

templates let you 

create polished, 

professional 

documents in 

minutes. 



OfficeReady templates are organized by cate- 
gories, such as Business Forms, Academic, or 
Stationery. There are templates for WordPerfect 
(WPT), Quattro Pro (QPW), and Presentations 
(MST and PRT). Click any of these templates to 
see a preview in the OfficeReady preview pane. 

Use OfficeReady Templates 

Once you've found the template you want to 
use, double-click it. This will launch the applica- 
tion associated with the template. The resulting 
document will have a default name, such as 
Document 1; before you work with the document, 



it's a good idea to save it (to the location in which 
you store similar documents) and give it a more 
meaningful file name. 

Working on the document is simple. When 
you open your template for the first time you'll 
see generic fields (such as first name, last name, 
and company) and placeholders for images, such 
as a company logo. All you have to do is replace 
the text and the images. 

The text that needs to be replaced in an 
OfficeReady document is usually clearly indi- 
cated, often by the use of < > symbols. Simply re- 
place the designated text (and the < > symbols) 
with your own text. Be careful not to inadver- 
tently remove any formatting. Remember, in 
WordPerfect, you can reveal hidden formatting 
codes by pressing ALT-F3. 

You'll need to replace (or delete) any image 
placeholders in the OfficeReady document. 
Click File in the Menu toolbar. Select File from 
the drop-down menu. A file selection dialog box 
will appear. Locate the image file you want to 
add to the document, select it, and click Insert. 
The image then appears in the OfficeReady doc- 
ument. Delete the image placeholder you want 
to replace by right-clicking it and selecting 
Delete Box from the menu list. 

Now, click and drag your image to the loca- 
tion where the placeholder was. You can resize 
your image by dragging the black dots that ap- 
pear around the image when you click it. It's best 
to use only the corner dots, because they main- 
tain the proper width/height ratio. 

Add Templates 

More than 100 templates are included with 
OfficeReady, and many more are available for 
purchase from the Corel Web site. You can 
quickly access the Corel Web site from the Office- 
Ready application. Click Get More Templates (ei- 
ther on the Menu Bar or in the Templates folder 
pane). Click Office And Utilities at the bottom of 
the page and then select WordPerfect OfficeReady 
Templates under Other Productivity Software. 
Click the Buy Now button and then choose the 
template pack that fits your needs. The Business 
Essentials pack is available for $54.95. I 

by Ron Keith 
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A Slice Of Apple 



The Debate Over Control vs. 
Convenience: Part I 



by Seth Colaner 




Underlying the heated and often superficial argu 
ments about which computing platform 
is better is a much larger 
and deeper question of how 
much control users are willing 
to give up for convenience and 
ease of use. This is actually a pow 
erful question that every computer 
user should ask himself at some point 
in time and is the true source of much of 
the contention between advocates of var 
ious platforms. 



Three Paradigms 

There's a lot to discuss concerning this topic, so I'm 
going to split it up over two columns. This month, we'll look 
at the three main con- 
sumer computing para- 
digms; next month, we'll 
look at the pros, cons, s******—*^^^. 

and trade-offs of each. F7^3^^H^B^BV7V 

Apple. Mac users may f J > / Wl * j^f *J IM 



u> 



as well be called "Apple" 
users, because once you 
are hooked on a Mac, 
you're essentially signing 
up to be part of the en- 
tire Apple ecosystem. You may be surprised to realize 
how powerful a presence Apple has in your computing 
life. Let's say you have a MacBook, an iPhone, and 
a smattering of peripherals. Apple makes the hard- 
ware — the actual MacBook, iPhone, and many of the pe- 
ripherals, such as Time Capsule for wireless networking 
and data backup. Apple also makes the operating sys- 
tems (Mac OS X and iOS) those machines run on, as 
well as much of the software (Safari, iPhoto, Mail, 
Garageband, and so on). With the iPhone, Apple also 
controls the means by which you acquire software, as 
well as who is allowed to sell and distribute software in 
its App Store. 

Microsoft. Microsoft is not a hardware manufacturer 
per se. Although the company does make some items 



such as mice, keyboards, Web 
cams, and other acces- 
, ^ 0mm \ sories, it doesn't make 
desktop or laptop com- 
^mS puters. Instead, hardware 
makers far and wide use 
Microsoft's Windows oper- 
, ating systems and associated 
software on their products. 
These include desktops, lap- 
tops, and smartphones. 
Linux. Like Windows, Linux is a plat- 
form and has nothing to do with hardware. 
Being open source, there is no one company 
trying to sell Linux. Rather, developers take Linux, 
build their own operating systems, and distribute them 
for free. These OSes are numerous — some of the more 

user-friendly Linux 
OSes (called "distribu- 
tions," or "distros" for 
short) out there include 
Ubuntu (www.ubuntu 
.com) and some of its 
derivatives such as 
Linux Mint (www.lin 
uxmint.com) and Pin- 
guy OS (www.pinguyos 
.com). You can install a 
Linux-based operating system on essentially any of the 
same hardware that Windows runs on. In addition, a 
mountain of open-source software, also free, is easily ac- 
cessible with Linux distros. 

A Quick Breakdown 

With Apple, the company makes the hardware, oper- 
ating system, and a lot of the software. Microsoft makes 
the operating system and some of the software, but you 
can choose what hardware you want to use. With a Linux 
distro, you get to choose your hardware, and the operating 
system and software are all free. 

Next month, we'll look at the upsides and downsides of 
these three models. I 
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Microsoft Office For Mac 201 1 

Make The Most Of New Components 




Microsoft Office for Mac 2011 — 
the latest version of the Mac 
Office suite — offers improved 
compatibility with Office for Windows 
and SharePoint, and a variety of tools 
and features designed to help you pro- 
duce professional documents, all while 
making the Office suite easier to use. 
Here's a look at some of the more no- 
table improvements in this version of 
Office for Mac 2011. 

The Ribbon 

If you've ever felt lost in the menus 
of any application, you'll love the 
Ribbon; it brings greater ease of use 
to the complex Office menus. The 
Ribbon arranges the most popular 
tools into tabbed options and provides 
you with a visual, intuitive menu bar, 
making it faster and easier for you to 
find the commands you need. 

For instance, the Word Ribbon in- 
cludes tabs for Layout, Document 
Elements, Tables, Charts, SmartArt, and 
Review. Clicking one of these Ribbon 
tabs brings up commonly used com- 
mands and options pertinent to the se- 
lection. Selecting Document Elements 
provides quick access to footer, header, 
reference, and table -of- contents tools. 
The traditional menu system still exists, 



but after using the Ribbon, you might 
never use the traditional menu again. 

The Template Gallery 

The new Template Gallery is inte- 
grated into each Office application. It 
will start by default whenever you 
start Word, Excel, or PowerPoint. 
The Template Gallery provides you 
with a large variety of templates and 
displays previews of each document. 
You can also access the Template 
Gallery from within each application 



from the menu bar: Click File and se- 
lect New From Template. 

Templates are very handy, often un- 
derused tools. Good templates can 
save you a lot of work because they are 
preformatted to meet the needs of a 
specific job, such as writing a report 
for school or a bill for a customer. A 
well- designed template allows you to 
get on with your work without having 
to spend hours formatting and de- 
signing your new document. By pro- 
viding a quick, easy-to-use means of 
browsing and using templates, the 




The Ribbon allows easy access to frequently used commands without the headache of 
searching through menus. 
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Template Gallery makes it more likely 
you'll actually find and use templates, 
potentially saving you hours of work. 

Save To The Web 

Microsoft is a leading proponent of 
cloud computing. Office for Mac 2011 
lets you save your documents to the 
cloud, specifically to Windows Live 
SkyDrive. There are many advantages to 
this: You have an online backup of your 
documents out on SkyDrive; you can 
store and edit your documents online 
from any computer, Mac or PC, using 
only your browser and Office Web 
Apps; and, best of all, Windows Live 
SkyDrive and Office Web Apps are free. 

You'll need a Windows Live ID to 
use SkyDrive. If you don't have one, 
open your Web browser and navigate 
to www.skydrive.com. (Windows Live 
SkyDrive supports Internet Explorer 7 
or later, Safari 4 or later, Google 
Chrome 3, and Firefox 3.5 or later.) 
This Web address actually takes you to 
the Windows Live sign-in screen. Click 
the Sign Up button and follow the 
steps to create your Windows Live ID. 

Saving to SkyDrive is simple. Open 
the document you want to save to 
SkyDrive. Then, from the main menu of 
Word, Excel, or PowerPoint, click File, 
select Share from the drop -down menu, 
and then select Save To SkyDrive. 

The first time you do this, you'll be 
prompted to sign in with your 
Windows Live ID. If you don't have 



Office Tip: Sharing Your Documents 
In Windows Live 

One of the most powerful features in Microsoft Office for Mac 201 1 is co- 
authoring. Two or more people in different locations can edit an Office doc- 
ument as long as it has been stored on SkyDrive and shared. 

1. Save your document to SkyDrive. From Word, Excel, or PowerPoint, click 
File. Select Share from the drop-down menu and then select Save To SkyDrive. 
This will prompt you for your Windows Live ID and password. Enter them and 
click Sign In. Name and save the document. 

2. Open your Web browser and sign in to Windows Live. Navigate to www.sky 
drive.com, enter your Windows Live ID and password, and then click Sign In. 
Once you sign in, you'll be routed to your SkyDrive information page. On this 
page is your My Documents folder. All your uploaded documents are saved to 
this folder by default. Click the My Documents folder to open it. You should 
see any documents you've uploaded to SkyDrive. 

3. Edit the permissions on the My Documents folder. Click Share on the My 
Documents menu bar and choose Edit Permissions. On the next page, you can 
allow access to your My Documents folder. You can even make it public, if 
you're inclined. Let's just add one person. In the field titled, "Enter a name or 
an email address," enter the email address of the person you want to give ac- 
cess to. Click Save. 

4. Send an email to the person who now has permission. After clicking save, 
you'll be routed to a screen that will give you the option to send this user a 
link to your My Documents folder. You can enter a message here, telling them 
you've given them rights to the folder and documents. There's also a check 
box requiring them to sign in with Live ID. It's a good idea to check that; it 
provides an extra level of security. Once your partner gets your link, he simply 
has to click it, sign in to Windows Live ID, and click Open In Word (or Power- 
Point, etc.) to start working on the document right along with you. 



one yet, there's also an option to get 
one in this dialog box. Sign in with 
your ID and save your document with 
SkyDrive. Congratulations, you're now 
using cloud computing. 




Co-authoring 

Co -authoring lets you edit a Word 
document or a PowerPoint presenta- 
tion at the same time someone else is 
working on it, either in your office or 
somewhere else in the world. It's a 
powerful tool, eliminating the need for 
workers to be in the same office or even 
in the same country. While Microsoft 
SharePoint provides a seamless back- 
bone for co -authoring and Office for 
Mac 2011 has all the hooks to allow 
users to take advantage of SharePoint's 
power, co-authoring is also possible 
through Windows Live SkyDrive. 



The Template Gallery provides an organized view of all of 
your templates, plus thumbnail previews, allowing you 
to select the right template for the job, quickly. 
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To utilize co-authoring using 
SkyDrive, all editors of a document 
must have Windows Live IDs and the 
document needs to be shared from 
your SkyDrive. (See the sidebar 
"Sharing Your Documents In Win- 
dows Live.") 

Improved Media Tools 

The use of media — pictures, movies, 
music — has exploded in business and 
private life. Office for Mac 2011 offers 
two primary improvements to help 
you integrate media into your docu- 
ments. The new Media Browser lets 
you quickly access and add your 
iPhoto libraries, iTunes playlists, 
iMovies, and clip art to all your docu- 
ments, whether you're using Word, 
Excel, PowerPoint, or Outlook. You 
can access the Media Browser by 
clicking the Media Browser icon on 
the toolbar located above the Ribbon. 
The Media Browser icon is the one 
with the musical note. The new 
photo-editing capabilities provide a 
good set of tools for editing photos. 
Any photo within a document can be 
edited and corrected with just a few 
clicks. New picture editing features 
allow you to do in-document color 
correction, photo finishing, cropping, 
and much more. 

Dynamic Reordering 

One powerful and useful new fea- 
ture available in Word and PowerPoint 
is the ability to quickly arrange objects 
on a page. Clean page layouts are es- 
sential if you hope to produce profes- 
sional-looking, complex documents. 
With the Dynamic Reorder feature, 
you can manage and manipulate the 
various layers of your document — 
photos, graphics, text — without using 
the somewhat clumsy Bring To Front 
or Send Backward commands. These 
tools can be accessed in PowerPoint or 
the Publishing Layout view in Word 
(click View and Publishing Layout). In 
Word, click Home on the Ribbon and 
select Reorder and Reorder Objects 
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Microsoft's SkyDrive allows you to save your documents to the cloud. You get 
25GB of storage and best of all, it's free. 



(or Reorder Overlapping Objects). In 
PowerPoint, click Arrange and then 
Reorder Objects. With these tools, you 
can rearrange and manipulate the ob- 
jects in each layer of your document. 

Visual Styles Guides 

Word 2011 makes it easier to use 
and edit styles. Visual Styles Guides 
show you where and how styles are 
used and applied in your document. A 
large, bolded typeface might look like 
a heading style, for instance. The 
Styles Guides use color coding to visu- 
ally show which styles are applied to 
which sections of your document. 
This is helpful when using and editing 
any document with a variety of styles. 
To activate the guides, click the Styles 
Guides icon — a page with a para- 
graph character — on the Home tab. 



Checkmark Show Styles Guides at the 
bottom of the resulting window. 

Outlook Improvements 

Outlook has been updated and new 
features added, too. The two most no- 
table improvements are unified folders 
and the addition of conversations. 
Unified folders let you consolidate all 
of your email accounts, receiving mes- 
sages from all of your email accounts 
directly in Outlook. No more logging 
in to several accounts and Web sites to 
check on your messages: Outlook does 
that for you. The Conversations feature 
condenses all messages and responses 
from a single subject into a single 
thread, saving valuable inbox space 
and reducing unnecessary clutter. I 

by Ron Keith 
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You can use SkyDrive to take advantage of Office for Mac's powerful co-authoring 
features. Simply change the permissions on your saved SkyDrive document and 
send the person a link to the document folder. 
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Fresh Fruit 

Great Business Apps For iPad/iPhone/iPod 




There's no shortage of impressive ap- 
plications — some of them free — for 
Apple's popular family of mobile 
devices, and many of them are perfect 
for the home office worker or entrepre- 
neur. Here are our favorite business- 
related mobile apps for the month. 

Pages ^Q 

If you intend to use your iPad for any 
sort of serious writing, you'll want Pages 
($9.99; see the App Store). It's Apple's 
iWork word processor, but elegantly re- 
designed for the iPad. While not a full- 
function word processor, it nonetheless 
supports font formatting, layout, and 
styles, and you can insert graphics, 



charts, and tables in your document. In 
landscape mode, the on-screen key- 
board works well, but for serious proj- 
ects, we recommend using a physical 



jMlflJ 



Project Proposal 



keyboard. You can move a document 
out of Pages by simply emailing it; Pages 
exports its own format, as well as PDF 
and DOC files. However, moving a doc- 
ument to your iPad is a cumbersome 
process involving first moving it to 
iTunes and then moving it from iTunes 
to the iPad during your next sync. 



MotionX GPS Drive 




MotionX GPS Drive ($2.99 on iPad, 
99 cents on iPhone; gps.motionx.com) 
is a full-featured, turn-by-turn GPS 
app that's every bit as good as — and in 
some ways, better than — many of the 
more expensive, purpose-built GPS 
units. You can use the onboard maps 
or download new ones; plot a route; 
create and save waypoints; or look up 
an address, store, restaurant, or land- 
mark. GPS Drive is impressive: Pretty 
much anything you can do with a ded- 
icated GPS unit, you can do with this 
$3 app, as long as you're running on a 
3G iPad or iPhone. The app comes 
with 30 days of Live Voice Guidance; 
after that, voice directions are $2.99 
per month or $19.99 for the year. 

Dragon Dictation 
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Dragon Dictation (free; 
see the App Store) is a 
Dragon NaturallySpeaking 
voice recognition app that 
(almost) instantly converts 
your speech to text that can 
then be saved, pasted into a 
document, emailed, or — go 
figure — texted to someone. 
Even though there's no 
mechanism for "training" 
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the app to recognize your speech, the 
app does an excellent job, mainly be- 
cause the conversion does not take 
place on your mobile device, which 
lacks the horsepower required for this 
sort of processing. Instead, your voice is 
recorded and then sent to Dragon's 
servers, where the audio is parsed, con- 
verted, and sent back to you as text — 
almost instantaneously (So, yes, the 
app requires Internet access, whether 
3G or Wi-Fi.) On older iPod touches, 
an external microphone is required. 

FileApp Pro 



File-handling in Apple devices is 
limited, often requiring that files be 
moved to and from your device via 
iTunes — a clumsy process at best. 
Enter FileApp Pro ($4.99; digidna.net), 
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Wi-Fi - Connection 



which makes this a 
much simpler job. Just 
start FileApp Pro, 
open Sharing on the 
app, and make a note of the FTP ad- 
dress the mobile app displays. On your 
Windows or Mac computer, enter that 
address into a browser or Explorer 
window. From there, you can drag and 
drop files of any type in either direc- 
tion, from device to computer or vice 
versa. It's simple, quick, and handy, 
and it works exactly as described by 
the publisher. This is the utility that 
Apple should have published — or 
better yet, built into iOS. 

Stockwatch 




Stockwatch ($5.99 for iPad, $2.99 
for iPhone/touch; toughturtle.com) 



lets you use your mobile device to 
keep track of the stock market in gen- 
eral and of your portfolio in particular. 
(NOTE: Quotes are delayed at least 15 
minutes.) An easy-to-use interface 
makes it a snap to create multiple 
portfolios and to select specific stocks 
(enter either a name or ticker symbol) 
on any of eight foreign and U.S. ex- 
changes. Create your own watchlist 
and track your portfolio's perform- 
ance at a glance. Includes customiz- 
able charts and links to a wide array of 
articles relevant to the selected stock. 
With a free Stockwatch account, you 
can sync data across multiple devices. I 

by Rod Scher 



Noteworthy App Of The Month 



Evernote 

Evernote (free; evernote.com) is everything that 
Outlook Notes ought to have been. If you've ever 
used Microsoft Outlook's Notes, you know that it lacks 
features you soon come to wish it offered: formatting, 
searching, the ability to drop images or documents into 
a note . . . heck, you can't even scroll in an Outlook 
Note. Evernote solves all of those problems simply and 
elegantly, and it adds the ability to sync your notes 
across a wide variety of devices. You can see all of your 
notes on all of your devices, and all remain synchronized 
on every device. (Evernote Premium is $45/yr and gives 
you more upload capacity [500MB/mo], support for ad- 
ditional file types, PDF searching, and other goodies.) 
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Web Tips 

Enhance Your ^me Online 



Track Down 
Your Phone 



Problem: I often misplace 
my phone in my house or 
at the office. If no one is 
around to call it, it can be 
hard to determine where I 
left it. 

Solution: I Can't Find My 
Phone (www.icantfindmy 
phone.com) offers a simple 
solution to this common 
problem. Just visit the well- 
designed Web site, enter 
your number in the pro- 
vided field, and click the 



Find New Music 

Problem: I'm stuck in a 
music rut. How can I find 
music recommendations? 
Solution: If you're tired of the 
songs currently on rotation 
on your playlist, take a look 
at Jango (www.jango.com). 
Enter a musician you like to 
create a personalized music 
"station." Jango will serve up 
songs from artists similar to 
the one you entered. If you 
sign up for a free account, 
you can rate each song to 
help Jango refine the types 



is in an extensive network of 
tunes for you to explore, and 
the service is free. 

Get Insider Advice 

Problem: I enjoy running 
my small business, but I 
need reliable guidance and 
a little inspiration. 
Solution: The "You're the 
Boss" blog from The New York 
Times (boss.blogs.nytimes 
.com) is a trustworthy source 
for small business advice, 
news, and opinions. Its pages 
are populated with articles 



I CAN'T 

find my 

PHONE 



technology, surviving a tough 
economy, marketing your 
company, and more. 

Take A Closer Look At 
A Loan 

Problem: I'm planning to 
take out a business loan. Is 
there a simple way to cal- 
culate payments? 

Solution: The online 
Amortization Loan Calculator 
(amortizationloancalcu 
lator.net) quickly calculates 
loan payments and more. 
Enter the loan amount in the 
Principal box, fill in the Loan 
Term and Annual Interest 
Rate information, and click 
Calculate. The calculator 
computes your monthly pay- 
ments and also spits out an 
Amortization Schedule. This 
schedule displays monthly 
payments on the principal 
and interest over time along 
with the cumulative principal 
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If you need a hand finding a 
misplaced cell phone, visit I 
Can't Find My Phone. The site 
will call your phone free so 
you can follow the ringing. 



TK 



Hello? button. The service 
will dial your number at no 
charge. Your phone rings, 
you follow the sound, and 
the frantic search is over. 
We especially like that the 
site is ad-free. 



HELLO? 



of songs it offers. Create dif- 
ferent stations for each type 
of music you like. There's also 
a social networking aspect to 
Jango; you can create a profile 
and check out other users' 
stations. The result of all this 



from veteran business owners 
and journalists. You can 
search the blog to look for 
posts on a specific topic or 
look through the most recent 
stories on the main page. 
Topics include small business 



and interest and the loan bal- 
ance after each payment. So 
you can not only calculate 
payments, but also quickly 
determine how much you'd 
save on interest by paying off 
a loan early. 

Swap Children's 
Clothes 

Problem: My kids grow out 
of their clothes quickly. It's 
costly and wasteful to con- 
stantly buy so much brand 
new clothing. 
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Where Families Swap Children's Clothing Online 



The Average Family Saves $569/yr 
Swapping Kids Clothes on thredUP. 




1 



Swap children's clothes and 
toysatthredUP. 
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Solution: A lot of parents 
face the same dilemma. 
ThredUP (www.thredup 
.com) connects parents to 
facilitate an online clothing 
swap. Members list items 
they're willing to give away 
and can pick boxes of items 
others have listed. Each box, 
typically containing 15 
pieces of clothing, costs $5 
plus shipping (a flat rate of 
$10.70) and basic member- 
ship (which lets you list and 
pick boxes) is free. Members 
must list and ship boxes of 
clothing in order to pick 
items from other users, 
which helps ensure there are 
plenty of boxes to choose 
from. It's also a great way to 
clear out items your children 
have outgrown. Pro mem- 
bers ($4.99 per month or 
$29.99 per year) have perks 
such as first dibs on listed 
clothes and a chance to pur- 
chase brand new clothes 
from retailers at the same 
$5-plus-shipping rate. 

Record On-Screen 
Actions 

Problem: I'm often called 
upon for tech-related ad- 
vice from family members 
and co-workers. Much of 
my advice is given over a 



distance, so I can't simply 
show people what I'm 
talking about. Is there an 
easy way to demonstrate 
computer troubleshooting 
steps and share them? 
Solution: You can record 
your on-screen actions with 
Screencast-o-Matic (screen 
cast-o~matic.com) and then 
send them to your relative 
or co-worker. That way they 
can see exactly what you're 
doing. It's a much more 
straightforward method than 
trying to walk someone 
through complicated direc- 
tions verbally. Click the Cre- 
ate button on the main SOM 
page to get started. You can 
resize the capture frame to 
focus in on a specific pro- 
gram or part of the screen. 
Click the red record button 
to start the capture. SOM will 
record every movement and 
highlight any mouse clicks. 



Record and share your story 
at StoryCorps. 



Basic use is free (screencasts 
up to 15 minutes, no pass- 
word protection for files 
saved on SOM). To record 
and export videos up to one 
hour, add password protec- 
tion, and gain access to ed- 
iting tools, upgrade to the 
pro version for $9 per year. 

Record A Story 

Problem: My family's his- 
tory is important to me. Is 
there a way to share it with 
future generations? 
Solution: StoryCorps (sto 
rycorps.org) is an online 
repository of stories from 
people of all walks of life. If 
you'd like to add a story, 
make a reservation at a 
recording location and set up 
an interview with someone 
who has a story to share. This 
nonprofit organization has 
collected more than 30,000 
interviews from people of 
varying backgrounds. 
Conversations are recorded 
to a CD and added to the 



StoryCorps 



Annual Repurt 
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American Folklife Center at 
the Library of Congress, and 
some interviews are featured 
online. It's a moving collec- 
tion; you'll have as much fun 
listening to others' stories as 
you will archiving your own. 

Research Health 
Topics 

Problem: I'd like to learn 
more about a health topic. 
Is there a trustworthy on- 
line source for health-re- 
lated information? 
Solution: The Mayo Clinic 
(www.mayoclinic.com) of- 
fers an extensive database of 
information from thousands 
of doctors and scientists on 
a variety of health-related 
topics. Use the links on the 
left side of the front page to 
start researching diseases 
and conditions, symptoms, 
drugs and supplements, 
tests and procedures, and 
healthy living. The articles 
about specific topics are 
well-organized and compre- 
hensive, covering everything 
from symptoms and causes 
to tests, prevention, and 
alternative treatments. I 

by Tara Simmons Bantam 



When you're done with the 
tutorial, click the Done but- 
ton, and then save the file on- 
line at Screencast-o-Matic, 
upload it to YouTube, or save 
the file to your computer. 
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Our mission Is to provide Americans of all backgrounds and 
beliefs with the opportunity to record, share, and preserve the 
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Find It Online 



Compiled by Joanna Clay 



Small Business 




U.S. Small Business Administration 

www.sba.gov 

The U.S. Small Business Administration exists to counsel and protect small busi- 
nesses because it believes they are essential to the economy. The Small Business 
Planner, Services, Tools, and Local Resources sections offer a number of small 
business resources. The Planner outlines four steps to help you manage a suc- 
cessful business venture, which include Plan Your Business, Start Your Business, 
Manage Your Business, and Getting Out. The Services section offers assistance 
with contracts, disaster preparedness, online management training, regulations, 
and more. Dig deeper into the SBA's range of services by exploring the Tools 
section to find podcasts, statistics, and federal forms. In Local Resources, you 
can select your state to locate a nearby SBA district office and get updates on 
small-business event information in addition to state -specific resources. 

SCORE 

www.score.org 

Small-business consulting is a business in itself, so if you need some free and 
confidential small-business advice, direct your browser to SCORE: Counselors 
To Americas Small Business. SCORE is dedicated to matching business owners 
with an appropriate business mentor. To find a business mentor in your state, 
go to the Get Started Today box and Get Expert Advice Online section. Type in 
a keyword and select a state from the drop -down menu. Registering as a user 
will get you access to SCORE'S broad range of workshop opportunities and 
webinars. Click Online Workshops to tap into some of SCORE'S virtual ad- 
vising resources, which are essentially topical walkthroughs. 



Entrepreneur 

www.entrepreneur.com 
If you want your small business to be 
professional, it's important to look to 
professional advice. Entrepreneur.com 
gives this impression even if you're ca- 
sually browsing the site. And when you 
mine the site's resources further, you'll 
discover a lot of valuable information. 
Under Grow Your Biz, there are timely 
business articles, how-to guides (such as 
How To Hire Your First Salesperson), 
business strategy features, and interna- 
tional growth articles. The Tools & 
Services section aggregates business 
materials and advice from third-party 
providers — this is the section where you 
can take advantage of free and for- sale 
business form downloads, PR services, 
and franchise consultation. If you have 
specific questions you would like an ex- 
pert to answer, click the Ask Entrepre- 
neur link at the top of the front page, 
and you can either scroll through an- 
swers or post a new question. 

Intuit 

blog.intuit.com 

The Intuit Small Business Blog exists to 
facilitate a conversation about broad 
business topics and relevant entrepre- 
neurial trends. Intuit features five pri- 
mary sections: Money, Customers, 



The Wares 



Some of the best apples in the online 
orchard are the free (or free to try) pro- 
grams available for download. Each 
month, we feature highlights from our 
pickings. This month, we show you 
how to use an online app to manage 
your business' workflow. 

Flow 

www.flow.io 

The trick to finishing any project is 
managing time well, and time is espe- 
cially important in a small business. 
Flow is a free project management 
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Employees, Trends, and Local. Each one 
lists chronological posts that link to full 
articles. To be in the know about exclu- 
sive events and announcement pre- 
views, you can sign up to join the small 
business network hosted by Intuit called 
the Inner Circle. If you're in need of 
some marketing consultation, click the 
Online Marketing Toolkit link on the 
left side of the main page; there, you can 
read detailed posts about building a 
Web site, search engine optimization, 
and advertising. 

Duct Tape Marketing 

www.ducttapemarketing.com/blog 
No small company can ignore mar- 
keting. And, once you realize how many 
tools you can utilize to market your 
product, you'll wonder why you ques- 
tioned it in the first place. The Duct 
Tape Marketing blog is ideal for small- 
business owners searching for practical 
and specific marketing guidance. John 
Jantsch, creator of the Duct Tape Mar- 
keting System and Duct Tape Market- 
ing Consulting Network, adds a post to 
the blog almost every day. Check in fre- 
quently so you can read posts such as 
"Marketing Without Strategy is the 
Noise Before Failure" and "The Easiest 
Way to Create Videos Right Now." I 



K .That's x/ 

NewsToYou 



Finding the appropriate online group to match your interests can be a monu- 
mental task. So each month, we scour the Internet to bring you the friendliest 
forums and most interesting bloggers the Web has to offer. This month, we 
introduce you to a small-business blog bursting with industry tips and tactics. 



Small Business Trends 

www.smallbiztrends.com 

It's moderately difficult to find a business -savvy blog that updates often 
enough to use it as a trend- identifying reference site, but Small Business 
Trends is the exception to this inconvenience. Not only does Small Biz 
Trends feature daily (or more frequent) article posts, but it's also compre- 
hensive in its coverage of news roundups, social media, product reviews, 
book reviews, and small-business research. 

Anita Campbell, who is the founder, CEO, and editor in chief of Small 
Business Trends, says all the content on this blog is geared specifically for 
the needs of small businesses with zero to 100 employees. 

"We offer real-world, in-the-trenches advice and resources for small- 
business owners, managers, and entrepreneurs," says Campbell. "Our core 
audience is the mainstream small business — not the sexy hot tech startup 
that gets millions in venture capital money — but the kind of business that 
runs America and most countries: accounting firms, small trucking com- 
panies, home improvement contractors, landscapers, consultants, attor- 
neys, Web design firms — you name it." 

The site also features guest bloggers and writers who are handpicked 
to provide a wide 
range of expertise. 



application that makes it possible for 
you to visualize projects in four stages 
so that workflows are transparent. It's 
a simple interface that helps you stay 
on schedule. 

Although you can use Flow as a per- 
sonal project organizer, it's designed 
for you to invite your team or teams to 
track a project together. The three in- 
corporated groups within Flow are 
guests, members, and administrators. 
If you sign up and start a Flow project 
for the first time, you are designated as 
an administrator. Guests can view 
projects but cannot edit them. A 
member is anyone who joins a group 
via an invite. If you intend to add 
members, you will need to upgrade 
from the Personal Plan to a Flow 



Team, which allows 
for unlimited users 
and projects. The Flow 
Team subscription is 
$5/month. You can also 
try the Team version 
with a 30 -day free trial. 
The Flow Board is 
composed of four 
workflow columns: 
Backlog, To-Do, In 
Progress, and Done. 
To start a new task, 
click Add, and a box is 
opened in the Backlog 
section. Members can shift tasks 
to their appropriate steps as neces- 
sary. Some of Flow's other efficien- 
cy-boosting features include task 




Flow is a project management app that streamlines personal and 
team workflows. You can observe at-a-glance project phases and 
details of each individual task. 



categorization (regular, revision, or 
urgent), time charting, task marking 
(for finished or "blocked" tasks), and 
a comment board for each task. 
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How-To 



Business Finance 



Beginner 



EasyStep Interview 



EasyStep" Interview 



Find A Local 
<,< QuickBooks Expert 
(fees may apply) 



The EasyStep 

Interview is 

a quick way to 

set up your 

company in 

QuickBooks. 



QuickBooks Premier 201 1 

Set Up A Company Profile 



Your first task in using QuickBooks is to set 
up a company file. Doing this allows you to 
input customer and goods information, create 
useful documents, and store data critical for tax 
filing purposes. 

Basic Information 

Start with the EasyStep Interview, found by se- 
lecting File and New Company. This wizard takes 
you through entering details about your com- 
pany. On the first screen, click Start Interview. On 
the next screen, enter contact information and 
click Next. 

The next screen prompts you to choose your 
industry. The purpose of this screen is to preload 
the types of forms you are most likely to use in 
your business. If you don't see the exact listing, 
don't worry. Choose the one that is closest to 
yours, knowing you can tweak those forms later. 
Click Next. 



T^ 







Welcome to the EasyStep' Interview 



GET STARTED 



We'll walk you through setting up the basics by asking you questions and giving you guidance along 
the way. In about 30 minutes you'll be ready to sta t ..: -; Qu ckBcc.-.s— :,:=:: " :ed just for you! 



Other Options.. 



Have you used Quicken, Peachtree, or 
Office Accounting for your business? 

Click Convert Data if you would like to 
transfer your financial information to 
QuickBooks. 

What happens to my converted data? 



Start Interview 



Are you an accountant or 
QuickBooks expert? 

Click Skip Interview to set up your 
company information on your own. 



Heed on-site help? 

Local Certified QuickBooks Pro Advisors can set Lip C o.ir: - It \ :•.:■: ;ks for your business, (fees 
may apply) f Learn More 



Select the appropriate radio button (Sole 
Proprietorship, LLC, etc.) and click Next. Select 
the month your fiscal year starts — for most or- 
ganizations, January — and click Next. If you'd 
like, create a password on this screen and click 
Next. (Note: The password is for this company file 
only, not QuickBooks itself) 

Click Next to save the file. The file, which takes 
your company name, saves itself to QuickBooks' 
default location in the QBW file format. Browse 
your hard drive if you'd like to store it elsewhere, 



or rename the file if you'd like, but we recom- 
mend you keep the .QBW extension. Click Save 
and, if prompted, click Next. 

Customize QuickBooks 

Here's where you get the chance to configure 
the software to work best for your company, not 
some generic business. Click Next. 

Do you sell services, products, or both? Select 
the appropriate radio button and click Next. The 
following screen asks "Do you charge sales tax?" 
and will already have a radio button selected based 
on previous answers. Verify the button is correct 
and click Next. You now have the chance to load 
templates for creating estimates (also called quotes 
or bids) into your company file. Select the Yes or 
No radio button and click Next. You'll repeat a 
similar process for invoices, progress invoicing, bill 
managing, time tracking, and other areas. 

The remaining screens walk you through addi- 
tional customizations, including employee data 
and income and expense categories. Work your 
way through them until the interview is done. 
You now have one additional set of details to con- 
figure. Click Go To Setup. 

Add People, Products & Banking Info 

This wizard walks you through adding details 
about the people you do business with, the prod- 
ucts and services you sell, and your bank accounts. 
If you have this information stored digitally, we 
recommend you use this wizard now, because it 
lets you import from Outlook, Gmail, Yahoo!, and 
Excel. Choose which section you'd like to populate 
first and click the Add button. The ensuing screens 
prompt you for relevant details. 

If you don't have information at hand or 
enough time now, you can input these items later. 
For example, add a customer by opening the soft- 
ware, opening the company file (via File, Open 
Or Restore Company if it isn't already open), and 
clicking Customer Center. Click the New 
Customer And Job tab and add customers by 
hand or import them from an Excel spreadsheet. 

And that's it — you're ready to start working 
with QuickBooks. I 

by Heidi V. Anderson 
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Email Retention 
For Small Businesses 

Better Safe Than Sorry 



You're probably thinking that 
your small business is exempt 
from email retention re- 
quirements, reasoning that only 
big companies or ones that deal 
in very specific forms of informa- 
tion are required to save emails. 
In fact, you may even have been 
advised by Maury, your 
brother-in-law's cousin's best 
friend's boyfriend — who once 
took a prelaw class at 
SUNY— that it's best 
not to save emails: 
After all, if you have 
no emails on hand, 
none can turn out to be 
the "smoking gun" that gets 
you into trouble. Better just 
to purge em and avoid the 
whole thing, right? 

You should know better 
than to listen to Maury. 

Instead, listen to the 
trustees of tiny Norwalk 
Community College in Connecticut. 
The college was recently fined $765,000 
for destroying emails that might have 
supported a student's contention of 
sexual harassment. That amount was 
awarded in spite of the fact that it was 
determined that the emails had been 
destroyed accidentally. Had they been 
purposely destroyed, damages might 
have been even higher. 

Legal Compliance 

It's certainly true that companies 
dealing in certain types of information 
are required to comply with specific 
regulatory mandates about retaining 




g^rituSfe 



(and protecting) emails. If you create, 
keep, receive, or transmit any form of 
medical information that could con- 
ceivably compromise the privacy of 
a patient, then you're bound by 
HIPAA/HITECH (the Health Insurance 
Portability and Accountability Act, 
amended by the Health Information 
Technology for Economic and Clinical 
Health Act). HIPAA requires healthcare 
providers and related companies to 
guard the privacy of any communica- 
tion that discloses information about 
medical conditions, treatment, and any 
identifying patient information such as 
address, age, and gender. Similarly, 



GLBA (the Gramm-Leach-Bliley Act) 
restricts the disclosure of nonpublic 
customer information by financial insti- 
tutions, PCI DSS (the Payment Card 
Industry Data Security Standard) gov- 
erns how companies that handle credit 
cards must protect their information, 
and FERPA (the Family Education 
Rights & Privacy Act) protects the pri- 
vacy of student education records; it ap- 
plies to any company or institution that 
receives funding from the Depart- 
ment of Education. 

Some of those mandates also in- 
clude email retention procedures, 
in addition to privacy and security 
requirements. And, in the event 
that your company deals in finan- 
cial or brokerage services of any 
kind, you may be required to 
comply with SEC (Securities 
and Exchange Commission) 
and FINRA (Financial 
Industry Regulatory 
Authority) retention 
requirements; most of 
these require that finan- 
cial records be maintained for 
a minimum of six years — the 
first two years in an "easily ac- 
cessible place." 

The courts, meanwhile, have 
determined that emails can fall 
under the heading of "records." 
According to Osterman Re- 
search, FINRA recently im- 
posed a $700,000 fine on a brokerage 
company that was unable to produce 
4.3 million emails sent and received be- 
tween 2002 and 2008. Could you lay 
your hands on every email sent over a 
six-year period? Unless you have some 
fairly sophisticated archiving proce- 
dures, probably not. That inability could 
cost you. 

Discovery 

Discovery is the act of finding and 
disclosing to all parties any informa- 
tion relevant to a lawsuit. To engage in 
appropriate discovery, attorneys and 
their agents can and do require that 
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companies turn over their electronic 
records. You need not be a party to a 
(civil or criminal) suit to be subject to 
legal discovery. If someone contends — 
even erroneously — that you have (or 
should have) in your possession emails 
germane to a legal action, you can be 
subject to discovery: Attorneys or 
other officers of the court have the 
right to subpoena your records, in- 
cluding emails, for the purpose of sup- 
porting or disproving allegations made 
pursuant to a lawsuit. (Of course, if 
you are a party to the suit, you are still 
required to have — and turn over — 
such information.) 

"The Federal Rules of Civil Pro- 
cedure mandate that companies be 
prepared for electronic discovery," says 
Dennis Piche, chief information secu- 
rity officer at ANXeBusiness (www.anx 
.com), a Michigan-based managed se- 
curity and network services company. 
"This applies to any company that has 
the potential to be involved in litiga- 
tion in the U.S. Federal Court system." 

Discovery requests occur much 
more often than most of us realize: The 
vast majority of midsized businesses 
have at some point either been ordered 
as part of a legal action to produce em- 
ployee email or have had to refer back 
to email archives or backups in order to 
support a contention of in- 
nocence in a legal case. 
The fact that your business 
may be small — possibly a 
one-man operation — does 
not render you immune to 
the obligation to retain 
electronic content in ac- 
cordance with the FRCP 
(Federal Rules of Civil 
Procedure). Those rules 
require organizations of all 
stripes to produce elec- 
tronic information if that 
information is presumed to be relevant 
to a civil or criminal suit. 

Experts such as John Stanners, 
senior vice president at email provider 
Gordano (www.gordano.com), say 
that every email (other than spam) 
should be archived, if for no other 



reason than to ensure that the 
company is able to respond to 
lawsuits, discovery motions, 
subpoenas, and other such re- 
quests. 

One common problem in 
this area is the same one we've 
all been guilty of: Just as we 
don't always make regular 
backups at home, surprisingly, 
neither do many businesses. 
"All companies have a duty to 
maintain archives of their com- 
munications," says Stanners. 

Don't forget that it's not just 
email that must be discover- 
able, even though that's the 
most common and valuable 
form of electronic information. 
The rules apply to all electronic 
data, including text messages, 
chat logs, calendars, etc. 

Your Options & Obligations 

Most very small businesses are 
probably not in a position to build a 
complex IT infrastructure — you prob- 
ably won't go out and buy some ex- 
pensive email archiving appliance or 
sophisticated software. So how do you 
make sure you're meeting the standard 
of reasonable care, as relates to email 




Dennis Piche, chief 
information security 
officer at ANXeBusiness, 
notes that every 
business is subject to 
the Federal Rules of 
Civil Procedure, and 
must therefore 
archive emails. 
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retention — and at the same time en- 
sure that sensitive data is not trans- 
mitted or leaked? 

"Organizations that do not have the 
resources to build a secure messaging 
infrastructure (which includes much 
more than an email server), should 



Gordano Senior 
Vice President John 
Stanners recommends 
archiving every email 
other than spam. 



consider outsourcing," says Piche. 
"Data loss prevention includes first 
classifying your data and then ap- 
plying technology to monitor and pro- 
tect sensitive data," he says. 

Keep in mind that, especially in a 
very small or home office, your reten- 
tion and security Achilles' heel may 
be your employees. They may simply 
not realize that emails 
and other communications 
must be saved and securely 
archived. "Employee aware- 
ness is key to any security 
initiative, and the ROI 
[Return On Investment] for 
awareness training is far 
better than that of DLP 
[data loss prevention] 
tools," notes Piche. 

Listen to the experts, not 
to Maury. Log and archive 
securely all electronic com- 
munications for an indefinite period of 
time, even if you're under no specific 
mandate to do so. You won't need most 
of it— you may never need any of it. But 



better safe than sorry. 



by Rod Scher 
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Mr. Modem's Desktop 



The End Of The Web? 



by Richard Sherman 



For more than 10 years, I have been reading articles 
proclaiming, "The Web is Dead," attributing its 
passing to a variety of causes, including intrusive ad- 
vertising, malware, pornography, and the rise of 
device-based social networking. 

I recently attended an online conference 
in which the demise of the Web was a 
topic of interest. Within the Web -based 
presentation (Irony? What irony?), the 
following scenario (paraphrased from 
a Wired article by Chris Anderson) 
was presented as the average Internet 
user's typical day: 

"You arise and check email on 
your bedside iPad. During breakfast, 
you review your overnight texts and 
tweets. At the health club, you work out 
to tunes on your iPod. While driving to 
the office, you listen to a podcast on your 
smartphone. At work, you scroll through RSS feeds 
and engage in Skype and text conversations. At night, you 
listen to Pandora, play games on Xbox Live, and watch a 
movie on your Netflix Roku. Conclusion: You spent most 
of your day on the Internet, but not on the Web itself." 
(NOTE: If that ever becomes my typical day, just shoot me 
and get it over with.) 

What is described above is a world that younger con- 
sumers are increasingly choosing, not because they reject the 
concept of the Web, but because other platforms are a better 
fit with their pseudo-busy, self-absorbed, desperate-to-stay- 
in-touch lives. As an added benefit, the screen comes to 
them; they don't have to go to the screen. Me, me, me. 

According to some of my techie colleagues, not only is 
the Web on its way to extinction, but email itself is also 
hanging by a thread. (Blasphemers!) Contributing to its ru- 
mored demise is the advent and evolution of texting, smart- 
phones, and mutant teenagers with muscular thumbs. 

"It's too formal," declared Facebook-founder and boy 
billionaire Mark Zuckerberg, at the same time (coinciden- 
tally) that he announced his company's new messaging 
service that has been nicknamed "Gmail killer." All the 
hype and hoo-ha notwithstanding, I disagree. Email isn't 
dead or dying, either. It's fine, and it's going to be around 
for many years to come. Some have even speculated that 
email is making a comeback — though I must have missed 
the memo, because I didn't know that it ever went away. 




Within five years, some experts predict that the number 

of individuals accessing the Internet using mobile devices 

will surpass the number of people who access it using 

desktop, laptop, and netbook computers combined. 

Because devices are smaller and infinitely 

more mobile, younger users (primarily) 

will forego their parents' generation's 

general-purpose Web browser. 

Application developers have ob- 
served the phenomenal Success of 
low-priced iTunes and iPhone appli- 
cations that appeal to tens of millions 
of users. This provides an infinitely 
more lucrative business model than 
selling software on the Web for an an- 
nual $29.95 registration fee. 
In "The Future of the Internet — And 
How to Stop It," Jonathan Zittrain writes, 
"It is a mistake to think of the Web as the apex 
of the computer's evolution." My sentiments 
exactly — well, except for the use of the word "apex." 

So what does all this mean for most of us? As is frequently 
the case, there is good news, and there is bad news. The good 
news is that we will have many more communication and ac- 
cess-to-information options in the future. The bad news is 
that most of them will appear on screens too small to read. 
Mobile devices such as the iPhone, iPod, iPad, etc., are very 
compelling, but for me and many members of my genera- 
tion, they are all best utilized with a good pair of iGlasses. 

While younger people will use a plethora of always- 
connected devices, I'm going to keep my large monitor and 
14-point fonts, and despite a growing trend to the con- 
trary, me and my fuddy-duddy browser plan to continue to 
frolic on the Web for the foreseeable future. Computers 
and related devices will continue to get smaller, but my tri- 
focals have already weighed in on the matter and when it 
comes to screen size, their position is non-negotiable. 

So with all due respect to individuals who continue to 
sound the death knell for the Web, to paraphrase Mark Twain, 
reports of its demise have been greatly exaggerated. I 



Mr. Modem, (Richard Sherman) is an author, syndicated 
columnist, radio host, and publisher. "Mr. Modem's Weekly 
Newsletter" provides personal responses to subscribers' computer 
and Internet questions, plus weekly computing tips, Web site 
recommendations, virus alerts, hoax warnings, and more. 
For additional information, visit www.MrModem.com. 
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t's not too difficult to close your eyes and picture 
the movers and shakers at Facebook, Twitter, 
Linkedln, YouTube, and other social networking 
entities sitting around their respective conference 
tables and declaring, "Look who's laughing now" 
And such a statement would be justified, because 
despite all the skepticism that existed early on concerning 
social networking's true value (and there was consider- 
able skepticism), the fact now is that if your business isn't 
in the social networking game already, it better check in 
soon. Wait much longer, and the competition already 
taking advantage of the benefits provided will pass you by 
before your company can make its first tweet. 

Socially Speaking 

That social networking services were (and still are) ma- 
ligned in many circles isn't too surprising considering that 
the cell phone, email, videoconferencing, cloud computing, 
and other technologies now considered the norm once re- 
ceived the same treatment. Heck, the Web had plenty of de- 
tractors (old-school business leaders among them) 
during its fledgling years before the vast opportuni- 
ties it opened up (including online commerce) al- 
tered opinions. In short, if you're still of the 
mindset that Facebook isn't good for anything but 
helping John Doe get in touch with his old girl- 
friends, you're missing the boat. 

Want to directly tell your customers about a 
new product line you're releasing next month 
using little recourse to do so, for example? 
One tweet on Twitter can reach millions in- 
stantly. Want to amass customer feedback 
across diverse demographics on said 
product line without using a clumsy 
survey? Promote your company's 
Facebook presence in the marketing 
material and Web site and include 
handheld app integration and watch 
the comments roll in. Want to in- 
crease customer satisfaction and 
retain buying customers? Respond directly to their 
tweets and posts. Want to show how your product 
bests the competition? Post a video demoing its 
abilities on YouTube. Want to spread company- 
related news to third-party sellers and clients 
or recruit highly qualified, well-connected 
employees? Create a Linkedln account and 
network the digital way. 



In The Workplace 

While social networking pro- 
vides the means to reach external 




parties, many companies use aspects of it internally to help 
employees more easily communicate, share ideas, collabo- 
rate, work remotely, and more. Spigit (www.spigit.com), for 
example, offers various social networking-like tools that 
provide a platform for employees to offer their own ideas 
that colleagues can collaborate on via comments, blog posts, 
multimedia links, and more, and it also lets users vote on an 
idea's potential. Technologies integrated into Spigit, mean- 
while, help bring the best ideas to the surface for potential 
next-generation product line development and help identify 
employees demonstrating expertise in certain areas. 

In recent projections, Gartner (www.gartner.com) calls 
for revenue from global social software to reach $664.4 
million for 2010, up 14.9% from 2009. For 2011, Gartner 
predicts revenue to jump 15.7% to $769.2 million. Gartner 
characterizes global social software as enabling the aggre- 
gation of formal and informal interactions "to reflect the 
collective attitudes, dispositions, and knowledge of the 
participants . . . through blogs, communities, discussion 
forums, expertise location, feeds and syndication, social 
bookmarks, wikis, and integrated platforms/ suites." 

"Social software improves the connectedness of 
workers, promotes collaboration, and helps cap- 
ture informal knowledge," states Gartner's Tom 
Eid. "Social software excels in business contexts 
that leave room for individuals to interact infor- 
mally, brainstorm, explore ideas, and encourage 
or challenge peers. Specific business value can be 
derived through customer intimacy, product/ 
service excellence, operational effectiveness, 
and creating innovation." 

Morph Into A Social (Business) 
Butterfly 

In addition to detailing the useful- 
ness of having a company presence 
on Facebook (see "Put Your Bus- 
iness On Facebook"; page 58) and 
Linkedln (see "Get Linkedln"; 
page 62) and how such a pres- 
ence differs from that of an individual user's pro- 
file, the articles here provide tips for using 
Facebook and Linkedln to benefit your com- 
pany (see "Put Social Networking To Work"; 
page 66). They also highlight other note- 
worthy social networking services (see 
"Beyond The Big Names"; page 69) and 
what they can offer. Overall, whether 
you run a business out of your home 
or an office complex, getting con- 
nected via social networking can 
play a huge role in how the busi- 
ness grows and prospers. I 
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If you haven't already, it's 
time to face the fact that 
businesses can't ignore 
Facebook as a valuable tool. 
It may be the site where your 
kids waste most of their time, 
but companies large and small 
have discovered that having a 
Facebook presence is a great 
way to advertise, bring in new 
customers, and keep old ones 
coming back for more. 

Facebook makes it easy to set 
up an Official Page (which is not 
the same as a personal profile 
that an individual makes for 
himself) for any type of busi- 
ness, organization, artist, or 
other group. And lest you worry 

about the cost of expanding your marketing budget, setting 
up a Facebook page for your business is free. 

How A Facebook Presence Helps 

According to Mari Smith, co-author of "Facebook 
Marketing: An Hour A Day" and frequent speaker and 
trainer of social media marketing, Facebook has an 
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Amy Sand, co-owner of the Lawrence, Kansas 
Eileen's Colossal Cookies franchise, uses 
Facebook to promote the store. 



enormous scope and reach with 
over half a billion users world- 
wide. "With over 500 million 
active users, half of which log 
on daily for an average session 
time of 55 minutes, Facebook is 
the single largest online social 
network," she says. 

For scale, that's about one- 
twelfth of the entire human 
population— a huge surface 
for potential customers, all 
just a handful of connections 
away. Granted, your little 
corner of Facebook isn't by 
any means going to reach all 
of those users, but by nature 
of social networking, you can 
leverage the platform to reach 
new markets and individuals. 

"Having an active business page provides a space to build 
community, inform your target market about new products 
and specials, get feedback, and enhance customer service," 
says Smith. In other words, a Facebook page isn't just a bill- 
board you slap up on a social network, hoping people catch 
a glimpse of it; it's a place full of unique opportunities for 
your business to reach out and grow. 
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Amy Sand is a certified Jazzercise 
instructor and maintains the district 
Facebook page for Jazzercise fran- 
chises in Kansas City, Topeka, and 
Lawrence, Kan. Facebook has 
proven to be an effective tool in this 
venture; even though Jazzercise is a 
well-known brand, it gives the fran- 
chises the ability to reach out to lo- 
cals. "By having a page for our 
district, we can be more targeted 
in our marketing and just target 
customers and instructors in our 
area," she says. "We can advertise 
monthly specials, attendance 
games and challenges, and even 
weather cancellations." 

Sand is also part-owner of the 
Eileen's Colossal Cookies (www 
.eileenscookies.com) franchise in 
Lawrence and uses Facebook to 
advertise store specials, holiday 
designs, and even employment op- 
portunities. She finds that Facebook 
is a useful tool to solve immediate 
problems. "If we're having a slow 
day," she says, "we can advertise that 
if people come in and mention our 
Facebook post, they get $1 off a 
large decorated cookie, or buy one 
get one free or something." She 
notes that this strategy produces 
hit-and-miss results, but it's cer- 
tainly worth the effort — all it takes 
is a few minutes to update the fran- 
chise's Facebook page. 
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Setting up a Facebook page for your business 
requires some basic information. 
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Facebook gives you simple instructions for 
adding content to your new page. 



Create A Facebook Page For Your Business 

Setting up a Facebook page for your business is really 
quite easy. That said, bear in mind that Facebook tweaks 
and adjusts its format constantly, so our instructions for 
managing your account and page are subject to change. 
However, the format shouldn't change substantially 
enough that you won't be able to use this information to 
accomplish your goal. 

Go to www.facebook.com/pages/create.php. You'll be 
greeted by two options: create a Community Page or an 
Official Page. Choose the Official Page option. (For more 
information on Community Pages, check out the 
"Community Pages" sidebar.) 

At this point, it's important to make sure that you've de- 
cided on the page name (which is probably just the name 
of your business) and the category you want your page to 



be in, as you won't be able to change 
these once you create the page. 
Click the appropriate radio but- 
ton under Create A Page For A, 
choosing from Local Business; 
Brand, Product, Or Organization; 
or Artist, Band, Or Public Figure. 
Note that whichever radio button 
you select, you'll be able to further 
specify what category your busi- 
ness, brand, artist, or other entity 
your page is in. 

Enter a page name below that, 
check the box indicating that you're 
an official representative of the 
business authorized to create the 
page, and click the Create Official 
Page button. When the Create 
Official Page dialog box pops up, 
click Create Page. If you have a 
Facebook account, you will be 
asked to log in (if you are not al- 
ready); if you do not have a 
Facebook account, you will be 
prompted to sign up for one in 
order to continue. In the latter case, 
you can create a Business Account, 
which differs from a personal ac- 
count in that it's designed for those 
who only want to be able to log in 
and manage Pages and Ads as op- 
posed to connecting with friends. 
Enter the appropriate information. 
You'll finish creating your account 
by clicking the appropriate link in a 
confirmation email from Facebook; 
then, you can start filling out your page. 

It's important to note that Facebook considers it a viola- 
tion of its terms of use if you have more than one account. 
Therefore, if it's appropriate to use your personal account to 
create and manage Ads and Pages, do so; otherwise, create 
the Business Account and run the show from there. 



Add Information To Your Page 

With a new blank page for your business, you can start 
adding information. Facebook gives you a numbered to- 
do list that starts with uploading an image, which will 
appear as your business' profile picture. This can be any- 
thing (and you can easily change it at any time), but you'll 
likely want to use a company logo or perhaps a shot of 
your company's flagship product — really, anything that 
will make it clear to the casual viewer that this page rep- 
resents your business. 



Smart Computing / February 2011 59 



Social Networking & Your Business 



The second item is importing your contacts, which is an 
optional feature designed to let you promote your page to 
existing customers and colleagues. You can create a contact 
file via a number of applications, such as Microsoft 
Outlook, Linkedln, and several others. 
To upload a contact file, click 
Import Contacts, click Choose 
File, navigate to and select the 
desired file, and click Upload 
Contacts. You can also add con- 
tacts from your Web-based 
email account by entering your 
email address under Find Your 
Web Email Contacts and pulling 
in data from that account. 

Next, add basic information 
about your company. Click the 
Info tab and click Edit Informa- 
tion. Although the options will 
differ depending on what you 
selected during the initial cre- 
ation of your Official Page, it 
will likely include the name of 
your business, address, Web site, 
and contact information. You 
can also add a brief description 
of your business and enter some 
general information you think 
would be helpful for your 
current and potential customers 
to know. 



Community Pages 

After setting out to create a company 
Facebook profile, you may be surprised 
to learn that a page devoted to your 
company or product already exists. 
This page is known as a Community 
Page, and it can be created by anyone 
with a Facebook account. It's designed 
to provide all users with information 
about a topic, or in this case, a com- 
pany or product. 

Not to worry, though — Community 
Pages don't look like official company 
pages, and nobody is trying to use one 
to scam your customers. Instead, con- 
sider it a compliment: There are people 
passionate enough about your com- 
pany or product that they created a 
page to declare their loyalty and con- 
nect with like-minded others. Look at it 
as free marketing and link your official 
page to the Community Page, which 
will drive more customers your way. 



Once your page is published, post your first status up- 
date, the third item on the Facebook to-do list. Click Post 
Update under step No. 3. This will take you to the Wall 
tab on your profile. Enter your first status message 
(which could be something along 
the lines of "[Business name] is on 
Facebook!") and click Share. 

You should also add a Facebook 
Like Box to your company Web site 
to encourage customers to follow 
you on Facebook. Under step No. 4 
on the Get Started tab on your 
Facebook page, click Add Like Box. 
(Note that you'll need someone who 
is able to edit your company Web 
site for this.) Using the menus and 
boxes on the next page, decide your 
preferred parameters of how the box 
will appear on your site, including 
the size and color scheme. When 
you're done, click the Get Code 
button. When the dialog box ap- 
pears, copy the code. Then, launch 
the editing application you use for 
your Web site and paste the code to 
the appropriate page. 



Promote Your Page 



Launch Your Page 



To make sure your page is available for the world to 
see, click Account and then Manage Pages. When the 
window appears, click Go To Page next to the page you 
want to edit. Click Edit Page (just beneath your profile 
picture), and on the resulting page, click Manage 
Permissions. Make sure the box next to Only Admins 
Can See This Page is unchecked. 
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To follow the adage that there is 
a difference between saying some- 
thing and being heard, simply 
launching a Facebook page doesn't 
mean anyone will notice; you need to actively promote it. 
Adding a Like Box to your company Web site and 
leveraging your existing contacts, as previously men- 
tioned, will certainly help, but there are more options 
available to you. If you have a brick-and-mortar business 
location, it couldn't hurt to put up a few small, strategi- 
cally placed signs suggesting that customers find you on 
Facebook, and you can also include a note about your 
Facebook page in any other forms of advertising. 

Facebook also has a built-in adver- 
tising platform. If you have even a small 
advertising budget, this can be a great 
way to get your name out to a targeted 
group, customizable by location, age, 
and interests. To set up an ad, go to 
www.facebook.com/advertising and 
click the green Create An Ad button. 
On the next screen, fill in the text fields 
with the desired information. 

Facebook ads appear on the right side 
of users' screens when they're logged in 



Creating an ad 
on Facebook 
allows you to 
send targeted 
ads to certain 
groups of 
people, 
customized 
by factors 
such as age 
and areas 
of interest. 
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to Facebook. Facebook targets ads to users based on profile 
data, so your ad has a better chance of reaching those most 
potentially interested in your product or message. 

Sand has used Facebook advertising for both Eileen's 
and Jazzercise and found benefits for both businesses. 
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Although a Community Page may already exist for your 
business, no one will mistake it for your official business page. 



She found that by paying once for ads, she was attracting 
new fans to the Facebook site, which had long-lasting 
benefits. "For Eileen's we definitely gained more fans [by 
doing Facebook advertising], and once they're fans, they 
generally stay fans forever, so it's like we get unlimited 
free advertising once we pay' for them to become a fan." 

Smith notes that Facebook Ads, although useful, aren't 
the only trick in the book. "There are a couple of fairly 
new Facebook products, such as Places and Deals, which 
are exceptional for local small businesses because they 
can now incentivize prospective and existing customers 
to visit their premises more often through deals." 

Don't Make It Static 

Bear in mind that once you get the word out about 
your company's Facebook page, you need to give users a 
reason to keep coming back. 

In addition to offering occasional Facebook-only deals 
and coupons, you can keep readers up-to-date about com- 
pany or product news, add photos and video of special 
events, import company blog posts, pose open questions to 
customers, take polls, and schedule and promote special 
events with your Facebook page. Anything that gets your 
fans reading your page and talking about it is a good thing. 

You may want to appoint an existing employee 
or two to manage your company's Facebook page to 



ensure that content is fresh and to get an ongoing feel 
for what customers are saying and what they want. This 
can also be a handy built-in way to conduct unofficial 
market research. 

The more rich content you add (to a point — make sure 
you're not overloading or spamming your fans with in- 
formation), the more fodder your customers have for 
posting or reposting to their newsfeeds, which is in and 
of itself free viral advertising. 

But whatever you do, do something with your page. 
"Businesses often set up a fan page and leave the default set- 
tings as they are," says Smith. "Another mistake is failing to 
engage; some businesses are still in the old-style of mar- 
keting and only broadcast. By including an engagement 
strategy in your overall marketing initiatives, you'll be 
better able to achieve your objectives." 

Measure Your Page's Success 

There are a few ways you can gauge to what extent 
your Facebook page is helping your business. 

A simple glance through the page will indi- 
cate some measures of success. The more 
fans, comments, and "likes" you have, the 
more people you're reaching. Another 
measure Facebook offers is "impressions," 
which are basically just the number of 
times a specific item you post is shown. 
Impressions can come from a variety of 
sources, including visits to the page 
and a user's newsfeed. 

Page administrators can also view 
the page's "insights," or statistics 
pertaining to the number of 
monthly users, as well as the 
number of likes, dislikes, and 
post views. To access your 
page's insights, click See All in 
the Insights box on the left 
side of the official page. 

Launching Facebook- 
specific marketing efforts, such as surveys, 
prize sweepstakes, and coupons, can help 
you track the page's effectiveness, as well. 

Just as with any tool, remember that 
although Facebook can be an inexpen- 
sive yet powerful way for you to help 
promote your business, it isn't 
magic. You have to put in the 
same thought, care, and consis- 
tent execution to a Facebook 
page that you would for any 
marketing endeavor in order 
to glean the benefits. I 
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Although Facebook and Linkedln are both social 
media services that let you create personal pro- 
files, the two have vastly different benefits for 
business purposes. According to Tim Hickernell, 
lead research analyst for Info-tech Research Group, "The 
first thing you need to understand about Linkedln is 
that it's about B2B (business-to-business), so it's ideal if 
you're looking to interact with suppliers and partners — or 
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Here, you can see the Linkedln company profile for Microsoft. 

businesses." Here, we'll examine how Linkedln is typi- 
cally used by various types of organizations to improve 
business communications and sales. 

What You Can Do With Linkedln 

Profiles should be set up for both the company and indi- 
vidual employees. A company profile features information 



about the industry you serve, key demographics, and the 
organization's Web site. Prospects and clients should come 
away from your Linkedln profile knowing what benefits 
they would receive if they selected your products or serv- 
ices. "Make sure that your company profile is cor- 
rect, up-to-date, and very positive," Hickernell 
says. Potential clients can see Linkedln users 
that currently list the company as an employer, 
as well as any recent job promotions and new 
hires, which can be seen as a reflection of how 
well you and your company are doing. 

Visitors can scroll through the company's 
network and open employee profiles. An em- 
ployee's individual profile covers personal 
work history, lists professional experience 
and skills, and typically links to the cor- 
porate Web site and other professional 
examples of work. Info -Tech's Research 
Group's report suggests that all of your 
employees join. "They should be 
saying positive things about what 
they do, especially managers and 
executives because those are the 
profiles people will be looking 
at. Those dealing with sales, such as managers, 
should also know that they will be expected to 
use Linkedln to deal with customers when 
they request something from them 
through Linkedln," says Hickernell. 
Some employees likely have already set 
up their own Linkedln profiles, so 
they may just need to link them- 
selves to the company profile. 

Employees can also join Linkedln groups, which 
are social forums where business people can meet 
others with the same key interests, such as career 
paths, job duties, or even alumni affiliation. "The 
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groups and communities are the 
key to most of your company's in- 
teractions on Linkedln," Hickernell 
says. Because Linkedln features 
such a large base of users (over 80 
million), you're likely to find that a 
number of groups and communi- 
ties have already been created that 
match the interests of your busi- 
nesses. That being said, Info-Tech 
recommends that you set up your 
own groups and communities so 
that followers can associate en- 
gaging activity in the group with 
your company. According to 
Hickernell, "You'll also need to 
keep those groups active by 
seeding questions or interesting 
things that folks can respond to 
and share among themselves." 

Who Is Linkedln Ideal For? 

The "Leverage Social Media For Customer Interaction" 
report from Info-Tech Research Group found that 10% 
of respondents use Linkedln for marketing purposes, 
while 7% say it helps with sales for account managers. In 
addition, 2% indicate Linkedln is utilized for services 
to increase customer retention or reduce customer 
service issues. 

In terms of marketing, the report found that Linkedln 
groups were the primary way respondents engaged 
clients. "Companies often form groups or join groups 
they already have access to. And within the communities, 
you can share product announcements or ask questions 
about what clients would change about a specific domain, 
service, or product," says Hickernell. Depending on your 
business, you may also be able to publish research that 
will engage people to further examine your current offer- 
ings or talk to you about getting more information about 
a specific product line. The information you gather from 
the group, whether it be responses to a new service or 
simple input about product quality, will be valuable be- 
cause the Linkedln connection should be a trusted con- 
nection or colleague. 

For those in sales, the primary benefit of using 
Linkedln — according to the Info-Tech Research Group — is 
for account managers who want to continue contact with 
the account. "We found that sales account managers said 
their clients were actually more responsive via Linkedln 
than they were over voicemail or email. This is similar to 
what we saw a few years ago with instant messaging. It's 
possible for people to guess your email or get a hold of your 
phone number, so people get spammed or overloaded with 




Your personal profile covers your work history 
and primary skills. 



junk. IM [instant messaging] 
chats, and now Linkedln, give 
people control with who they 
are talking to, so there is a per- 
ception that something that 
shows up from Linkedln has a 
higher value, because they 
knew the person on the other 
end," says Hickernell. 

The same trust is seen in 
Facebook and other social 
media. Once you've made a 
connection with someone, both 
parties tend to place a higher 
value on the communication. 
Hickernell says, "Account man- 
agers also told us they often use 

Linkedln as a communications 

tool if a gatekeeper, such as a 
PR rep, is involved because they can completely bypass 
them." This is especially important for account managers 
who deal with C-level executives and other high-power 
clients. Linkedln may offer the sales team a way to engage 
them more often and more quickly than they could 
through traditional communication options. 

Another potential use of Linkedln for sales is learning 
about prospect acquisitions. For example, you may be 
able to learn some key facts or personal work history 
about someone via a common contact so that you can 
better gauge what an appealing pitch may be. According 
to Info-Tech, most account managers find this as still 
only a potential use, because the sales people opt to use 
Linkedln primarily with their current contacts. 
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The Groups And Associations section of Linkedln is one of the 
best ways to interact with potential clients and customers. 



Finally, service integration is seen as a potential use by 
many companies, but only 2% of respondents use Linkedln 
for service-related inquires. "Service integration is really 
about integrating ticketing, and unlike Facebook or Twitter, 
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there's not currently a strong perception of value there 
from Linkedln users," says Hickernell. 

Create An Individual Profile 

To begin using Linkedln, you'll need a personal 
profile. Open your Web browser to www.linkedin 
.com and click the Join Today button. Next, fill out 
the fields for First Name, Last Name, Email, and New 
Password. Note that the email address you enter will 
also be the email where you receive Linkedln up- 
dates and messages, so you may want to use your 
work email or one that you check frequently. 
Linkedln will then ask to find other people you may 
know to help you start building your connections. 
Select your preferred email provider from the list 
and confirm your email address. 

Log in to Linkedln and choose a plan level from 
among Basic (free), Business ($24.95 a month), 
Business Plus ($49.95 a month), and Pro ($499.95 a 
month). Typically, it's best to start with the Basic 
level and change plans if you need the extra features. 
Next, you'll be able to create your professional pro- 
file. Click Add Current Position and enter your cur- 
rent job title and company. You'll also want to post a 
previous job of relevance in the Past section. Under 
Education, list the degree and school you attended 
because alumni associations are one way you can 
connect with friends and colleagues. 

You can also add links to your corporate and per- 
sonal Web sites, such as a blog or Twitter account. If 
you choose to incorporate your Twitter account, any 
items you post on Twitter will automatically be 
placed on your Linkedln profile. Most experts rec- 
ommend that you add a photo because it will make 
your profile more personable. One of the most im- 
portant areas of your profile is the Summary section 
because it's where you can tell prospective clients or 
employers what you can do for them. Many people opt 
to include a very brief synopsis of their job duties, and 
you can spice this up with what you feel are your unique 
abilities and primary skills. Think of the Summary sec- 
tion as your space to pitch your strong suits to visitors. 

In the Experience section, you can go into greater de- 
tail about what your current and past jobs have entailed, 
as well as what responsibilities you were given. Further 



10 Tips For Engaging 
People Through Linkedln 



Set up your Linkedln account so that Twitter posts or 
blog entries are automatically shown in your profile. 

Join any industry groups or alumni associations that will 
offer valuable network connections. Groups also typically 
list industry events that the connections are attending, so 
the group may provide handy information about where 
you can meet up with peers and prospective clients. 

Keep your personal profile up-to-date with examples of 
recent work. 

Add the Polls application and use it to perform market re- 
search. Then, share the results with your connection. 

Visit the Answer Questions section of Linkedln and find 
questions in which you and your company can show off 
your expertise. This may help bring in new business. 



fjl If you have an extremely happy customer or client, con- 
nect with him on Linkedln and request a recommenda- 
tion. This can help you acquire new customers through 
word of mouth. 

Q Write recommendations for key contacts that you feel 
have earned your praise. This can help you earn repeat 
business, as well as referrals from their connections. 

Q If one of your first-level contacts is Linkedln with some- 
one you'd like to get in touch with, ask the contact if he 
can introduce you. 

Q Add your Linkedln URL to your email signature, business 
card, and marketing materials. 

flTj Start a group for your business or company expertise and 
seed it with discussion posts and weekly announcements. 



down, you can fill out your education credentials and add 
any interests you'd like visitors to know about. If you want 
to add more to your profile, click the Add Sections link 
above Summary and look through the options, such as 
Certifications or Languages, that you think would be 
something you want people to know about your skill set. 



If you choose to incorporate your Twitter account, 
any items you post on Twitter will automatically 
be placed on your Linkedln profile. 
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Finally, click the Contacts link at 
the top of the page and select 
Imported Contacts. Here, you can 
enter your alternate email ad- 
dresses and find which contacts 
have Linkedln. Then, you can in- 
vite anyone you select to become 
your Linkedln contact. 

Create A Company 
Profile Page 



To start building your Company 
Profile, log in to your Linkedln 
profile and click the Companies 
tab (note that you may have to 
click the More tab and then select 
Companies). Next, click the Add A 
Company link on the right side 
of the page, located above the 

Companies You May Want To Follow link. Enter your or- 
ganization's name into the Company Name field and then 
enter your email address. Make sure you use an email ad- 
dress with your company's domain name, such as 
@smartcomputing.com, because it may be used by 
Linkedln to make sure those in control of the Company 
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From your company profile, visitors 
can reach the Linkedln profiles of 
your employees. 
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The Answers section of Linkedln is a good area to show off 
your expertise to potential clients. 



page have the same domain name. Place a check mark in 
the verification of official representation checkbox and 
click Continue. 

Now, you can add interesting company info to the 
profile. The Overview screen offers controls, such as 



drop-down boxes and text fields for 
adding a Standard Logo, Company 
Description, Company Specialties, 
Company Website URL, and other 
vital stats about your organization. 
At the bottom of the page, you'll 
find three modules — Twitter ID, 
Company Blog RSS Feed, and News 
Module— that are ideal for keeping 
visitors up-to-date on what's new 
with the organization. For example, 
when a new story posts on your 
Web site's blog, it can automatically 
be pushed to the Linkedln page. 
The News Module will list if your 
company is featured in the news. 
Select the Products & Services tab and you can pro- 
mote what you offer. If clients or customers 
visit this section, they can post recommen- 
dations. Because Linkedln connections 
with a company have typically worked to- 
gether, people who view the recommen- 
dation are likely to see it as a trusted 
source. The Products & Service page can 
also be designed for a specific audience, 
so that a different version of the page 
will be seen depending on the vis- 
itor's profile. Give your head of HR 
access to the page and she can click 
the Careers tab to post available 
jobs on Linkedln, which can in 
crease your ability to find the 
perfect candidate. 



Make Connections 

Hickernell says that you 
should be judicious with who you connect 
to. If you want to connect with cus- 
tomers, do so. But not everyone who 
wants to connect with you is someone 
that you necessarily should connect 
with. People may just use you to 
gain contacts, and they don't care 
about your company or your 
products. And if you don't know 
contacts, and they don't appear 
to be interested in your busi- 
ness, ask why they want to 
be Linkedln with you. I 
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Reach More Than 5 Million Potential Customers 



Professional conferences and traditional adver- 
tising are obviously still productive when it comes 
to spreading the word about your business, but 
don't overlook online social networking sites such 
as Facebook (www.facebook.com) and Linkedln (www 
.linkedin.com). These tools are gaining in popularity and 
have the potential to provide a boost to your business that 
traditional networking and advertising strategies lack. 

Facebook Tips 

If you view Facebook as just a place to catch up with 
friends and family, you're missing a bigger picture that's 
quickly emerging. The site is a social networking phe- 
nomenon, and offers many tools that savvy business 
owners can leverage if they know how to use them. We 
showed you how to set up a Facebook account for your 
business in "Put Your Business On Facebook" on page 58, 
but there are many more things you should do once the 
basics are established. 

First look for other pages where you can constructively 
make your presence known. Join groups that are related 
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Using the Static 
FBML app, you 
can embed Web 
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tabs, even if it's as 
simple as using 
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to your skillset and respond to questions there that help 
establish you as an expert worthy of people's business. 
"The best way to find potential customers is to search 
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You can change your Facebook settings so new visitors see 
your FBML tab instead of the Wall. 



through groups, networks, and fan pages where your 
market is spending the most time. A simple way to do 
this is to search keywords in order to find those networks 
that would best suit your needs," says Lewis Howes, social 
networking expert and co-author of "Linked Working." 

John Jantsch, marketing consultant and author of 
"Duct Tape Marketing," suggests keeping it as interactive 
as possible. "It's important to use video and images on 
Facebook to attract attention," he says. "Some businesses 
are also experiencing success with interactive content 
such as polls, contests, and coupons." 

One of the best ways to add more interactivity to your 
company's Facebook page is the Static FBML (Facebook 
Markup Language) app. This lets you add HTML 
(Hypertext Markup Language) and FTML (a markup lan- 
guage used to more tightly integrate with Facebook's 
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Don't forget to search for Linkedln Groups 
that you can contribute to and establish 
yourself as an expert. 



features) to the page, letting you 
change the look and feel of your 
company's Official Page way be- 
yond the default options. Be 
aware that Facebook is transi- 
tioning away from FBML, and 
plans to discontinue the creation 
of FBML apps sometime in 2011, 
but it will implement a new 
method for customizing pages 
using IFrames (Web content that 
is stored outside Facebook but 
displayed on your Facebook 
page). Another thing to keep in 
mind is that Facebook limits the 
width of content in page tabs to 
520 pixels, so if you plan to put a 
static image there, make sure it 
isn't wider than that. 

To do this, create your con- 
tent and store it somewhere on- 
line, such as your Web hosting service. Now, navigate to 
your company's Facebook page and click Edit Page. Click 
Applications and click Add Application next to the Static 
FBML entry (if you don't see that app, click Browse More 
Applications and look for it). Once it's added, navigate 
back to the Applications page if nec- 
essary, find the FBML entry, and 
click Go To Application. Enter a 
name for the tab in the Box 
Title and then insert your code 
in the FBML box. For example, 
if you want a static image to 
display, use something such as 
<img src="http://www.your 
website.com/yourimage.jpg">. 

Click Save Changes and 
go back to your company's 
Facebook page. The new tab 
appears in the navigation area 
near the top. If you want that 
to be what new visitors see 
first (instead of the Wall) click 
the Wall tab, click Settings, 
and use the Default Landing 
Tab For Everyone Else drop- 
down menu to select the tab 
you just created. 

If you don't want to go to all 
that trouble yourself, consider 
hiring it out. Coding the HTML 
or other markup language 
necessary for it is inexpensive, 
especially relative to hiring 



a programmer to develop a 
Facebook app that requires a 
much more complex program- 
ming language. 

Linkedln Tips 

Many people mistakenly think 
of Linkedln as the opposite of 
Facebook, believing that the 
former is only good for con- 
necting with other business 
people while the latter is ideal for 
connecting with customers. In 
fact, Linkedln is good for both, 
and you don't even need a paid 
account to use it effectively. 

Your real secret weapon on 
Linkedln is creating a group that 

caters to whatever audience 

you're targeting. "By creating a 
community, you have the opportunity to send them a 
weekly message through Linkedln, update them with 
helpful articles and resources, and expose your personal 
and company brand in a mass way, instead of just one-to- 
one," says Howes. 



Facebook & Linkedln Resources 

Visit these sites to stay up-to-date about Facebook and Linkedln 
developments, tips, features, and other useful information. 



Facebook Developers 

developers.facebook.com 

> The Facebook Developer's page in- 
cludes plug-ins, an active forum, and a 
blog covering the latest Facebook de- 
velopments straight from the source. 



All Facebook 

www.allfacebook.com 

> Both experts we spoke with listed this 
as their go-to Web site for keeping 
abreast of Facebook developments, 
good and bad. 

Linkedln Learning Center 

learn.linkedin.com 

> The Learning Center is a one-stop 
shop for all Linkedln resources, in- 
cluding Linkedln basics, site features, 
and user guides. 



Lewis Howes 

www.lewishowes.com 

> One of the foremost experts on using 
Linkedln to help your business, Howes 
updates his blog with tips regularly. 

John Jantsch 

www.johnjantsch.com 

> Jantsch is a small-business marketing 
expert who addresses both traditional 
and Web marketing techniques. 
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Doing this is simple. Log in to your account, select the 
Groups link, and click Create A Group. Upload a logo 
(files with white or transparent backgrounds look best 
on the site), give the group a name, choose a type, and 
spend some time writing a succinct, powerful summary 
of the group's purpose that will appear when people 
search for groups to join. Enter a longer description that 
appears on the group page and be sure to enter your 
company's Web site address. As for the Access options, 
selecting Auto-Join will let you gain the most members 
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Ads on 
Linkedln 
can target 
a variety 
of demo- 
graphics, 
most of 
them 
lucrative. 



with the least amount of fuss and is recommended for a 
customer-focused group. You can always set up a sepa- 
rate, private group for colleagues later. Entering Location 
information is also recommended for retailers who serve 
a particular area so the locals know it's a business they 
are familiar with. 

You can adjust most of these settings later, so click 
Create Group. Open the Group menu again and click the 
name of the new group you just created. 

Once a group is set up, the temptation is strong to bom- 
bard potential customers with ads or other self-serving 
material, but as the old adage goes: You can catch more 
flies with honey than with vinegar. Establish yourself as an 
expert, make yourself available for questions, and help 
people better understand your industry as a whole. "Make 
sure to act as more of a resource first, and you will pick up 
more customers along the way," says Howes. 

Groups work both ways. Search for groups that dove- 
tail with your area of business or areas of expertise, join 
them, and contribute to them to build up a stock of good- 
will that will serve you well when you decide it's time to 
drive users to your own groups. 

Also, don't forget about ads. Linkedln DirectAds 
(www.linkedin.com/ads) let you target professionals by 
location, industry, gender, age, and other factors that 
make them perfect for those in service professions or 
who rely on business-to-business sales. It's even worth it 
if you cater to individual consumers, considering a 2008 
study by Anderson Analytics found that 28% of Linkedln 
users are senior executives making more than $104,000 



per year, and 30% are heavy users of the site making 
nearly $93,000 per year. 

Social Networking No-Nos 

Although both Facebook and Linkedln are formidable 
business tools, they are easy to abuse for short-term gains 
that cause your business to suffer in the long term. 

When asked to discuss the biggest mistake a business 
owner can make regarding Facebook, Jantsch pointed out 
that, "by far the biggest [mistake] is to view Facebook as a 
giant selling portal. Facebook is a great outpost to create 
awareness and trust and should be seen as a vehicle to 
draw people to your primary Web site." Howes agrees with 
that sentiment and adds that the opposite is also true. "The 
biggest mistake would be setting up a fan page and either 
sending out too many 'spammy' messages where you don't 
engage with those interacting on your wall, or by setting 
up a profile and letting it sit dormant," he says. "People are 
coming to your page, and if you are only trying to sell 
people or not engaging at all, then it will turn away many 
potential customers." 

Keep At It 

The most important thing is to interact 
with your Facebook and Linkedln ac- 
counts daily. There is no hard-and-fast rule 
for the number of updates you should 
post each day, but the substance of 
those posts is crucial for your social 
networking success. "Consistently 
engaging and building an audience 
on Facebook is something that 
can and should be done on a 
daily basis, but the benefits 
will only be realized if the 
content is worth spreading 
and you work on building 
an audience by integrating 
Facebook activity into 
other, even offline, efforts," says Jantsch. 
Howes offers similar advice. "You want 
to focus on interaction and responding 
to comments from your fans," he says. 
"The more you can show you are 
alive and care, the more they are 
willing to stick around and visit 
your page more frequently." 

And that's what it's all 
about: Getting and keeping 
people's attention without 
resorting to gimmicks or 
browbeating. I 
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Bigger Isn't Always Better 



All the press on social networking seems to focus 
on just a couple major players. As in many in- 
dustries, a small number of big names dominate 
because they have mass appeal and a wide pro- 
motional reach. However, as anyone involved in small or 
home businesses can attest to, the big names aren't always 
the best. Whether you're looking to create additional 
marketing opportunities or broaden your professional re- 
lationships, you'll be surprised by how many different so- 
cial networking sites can help. 

Promote Your Business 

As they say in real estate, location is everything. It natu- 
rally follows that local social networks have the potential 
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Yelp for Business Owners helps define your brand 
and engage a local network of users sharing 
recommendations, interests, and activities. 
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H Sergio S. @ Colicchio & Sons 
85 10th Ave (w 16th st) 



to help your business more 
than vast international webs of 
casual acquaintances. So if 
your city or neighborhood has 
its own home-grown social 
network managed by local en- 
trepreneurs, by all means sign 
up. We're not all so lucky, 
though, so there's a place for 
bringing the resources and 
name recognition of a national 
site to bear in a series of local 
networks. Enter Yelp (www 
.yelp.com), which is both a so- 
cial networking site and a mo- 
bile app with networks in all 
50 states and eight countries, 
drawing tens of millions of 
visits every month. It com- 
bines directories of local busi- 
nesses and services with user-generated reviews, 
recommendations, events, and online communities. "Yelp 
is specifically focused on local businesses, so community 
members can share their opinions on the places they go to 
and know personally. These locals typically know what is 
happening in their city," according to Luther Lowe, Yelp's 
manager of local business outreach. 

Taking advantage of these tools as a small business 
means more than just monitoring your business' entry 
and making sure all its information is accurate and re- 
flective of your branding goals, though those are impor- 
tant first steps. Get even more promotional value out of 
the tool by engaging with Yelp's active user community. 
In fact, the site offers specific tools for local businesses at 
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Foursquare's fun, game-like 
atmosphere encourages 
participants to earn awards 
and special recognition by 
checking in at specific 
locations and sharing 
experiences across 
their networks. 
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Biznik provides an opportunity to build your 
business network by interacting with 
peers in your industry or city. 



Yelp for Business Owners (biz.yelp.com). After unlocking 
your business page, you can "post special offers, tell your 
story, upload compelling photos, and respond to re- 
views — publicly or privately," 
according to Lowe. 

Foursquare (www.foursquare 
.com) takes the concept of local 
to its logical conclusion. The 
groundbreaking site's location- 
aware tools integrate with mo- 
bile apps to let users "check in" 
to log where they are in real 
time and see where others in 
their networks have been. For a 
business owner who "claims" 
his venue's listing on the site 
and actively manages its pres- 
ence, this is invaluable infor- 
mation and an unprecedented 
way to interact with custom- 
ers. Who checks in most fre- 
quently? Who draws in the most people with 
recommendations, meetups, and by bringing friends? 
Foursquare can provide hard data. Want to offer special 
deals to those who visit at a certain time, take advantage of 
a new promotion, or create the most referrals? Foursquare's 
unique "site specials" and "badge 
earning" games make the process 
both fun and transparent. 

Build Your Network 

Social networking can also 
help burnish your own profes- 
sional credentials and connec- 
tions. Building trust with your 
peers and developing relation- 
ships in your industry not only 
help heighten your business 
acumen but can also identify 
new opportunities for partner- 
ships, promotions, and expan- 
sion. Sites such as Biznik (www 
.biznik.com) help small-busi- 
ness owners, entrepreneurs, and 
"companies of one" make and 
maintain connections with each 
other. Lara Felton, Biznik's CEO 
and co-founder, describes this 
as "engaging in conversations 
with your professional peers." 
This separates Biznik from 
larger sites such as Facebook 
or Linkedln, which are built 
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mostly around the ideas of friends or co-workers — which 
usually means either social networks of friends and family 
or career networks of recruiters and co-workers. Neither 

of which applies particularly 
to small businesses or the self- 
employed, so sites such as 
Biznik instead target business 
networking that "helps you 
build trust through relation- 
ships with your peers and 
their contacts to customers 
and other partners," according 
to Felton. 

Location-specific tools 
aren't unique to promotional 
social networking sites, either. 
On Biznik, every user lists a 
ZIP code (and a real name) 
and is mapped in relation to 
search content, discussions, 
and events within a user-de- 
fined radius. You can change your default location and ra- 
dius as you move around to discover opportunities for 
engagement wherever you go. For additional local interac- 
tions, don't forget about Meetup fwww.meetup.com) or 
Tribe.net Meetup received most of its initial hype several 
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Twitter: Big Company, Core Audience 



We know what you're thinking. In what parallel universe isn't Twitter a big name? 
Sure, everyone has heard of Twitter, but most people haven't thought about 
how the "microblogging" social network can be applied to small- and home-based 
businesses. At its most simple, Twitter provides a method for users to broadcast text 
message-length announcements to anyone who chooses to subscribe. This model 
has had immediate and obvious applicability for journalists, celebrities, politicians, 
and other individuals with large and dedicated followings. 

But don't let the mass media examples obscure Twitter's possibilities for you to 
communicate with customers, business partners, or prospects on a smaller scale. If 
your business has a dedicated core of customers with whom you interact frequently, 
or who might benefit from special announcements, set up an account and encourage 
them to subscribe. Think about an email newsletter: Might some of your subscribers 
prefer smaller and timelier updates? If so, consider a Twitter feed. Not all your 
audience will sign up, but some will, and you'll earn extra loyalty and appreciation 
from those who do. 

Similarly, if you have business partners and suppliers from whom you'd appreciate 
real-time news (new shipments, product availability, special events), encourage them 
to start tweeting and promise that you'll be their first followers. Finally, if your business 
is centered on personal expertise about which noncustomers might want to learn, 
don't be afraid to set up a feed and invite people to subscribe as a way of learning 
more about your specialty. Of course, they'll also come to know that you offer your 
services for a fee if they're ever in need of them. 
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General-purpose social networking sites, including those focused 
on business people or certain geographical areas, are useful for 
marketing to a broad audience and for personal networking. 
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years ago, but it's still going 
strong as a tool for finding (or 
creating) groups of people who 
want to meet in person about 
specific topics. Depending on the 
nature of your business or your 
desires for professional growth, 
there's probably a group near you 
where you can engage others in 
the same situation. Keep in mind 
that these groups aren't usually 
organized to field sales pitches or 
act as focus groups. Try and 
avoid blatant advertising or self- 
promotion. It can be a fine line to 
try and strengthen your business 
without imposing on others, but 
if you're both transparent and 

sincere, you'll probably be able to build valuable relation- 
ships and uncover new opportunities. 

Find Your Niche 

General-purpose social networking sites, including 
those focused on business people or certain geographical 
areas, are useful for marketing to a broad audience and 
for personal networking. But don't neglect the emerging 
opportunities for exposure in niche social networking 
sites, especially those focused on your industry or neigh- 
borhood. They may not have a (theoretical) audience of 
millions, but sometimes reaching 20 of the right people is 
more valuable than 2,000 of your friend's roommate's 
uncle's golfing buddies. 

Dedicated sites catering to customers of specific in- 
dustries abound. For example, if you're in the restau- 
rant or specialty food industries, you could get plugged 
into Urbanspoon (www.urbanspoon.com). Urbanspoon 
aggregates (and creates its own) reviews, blog posts, 
fans, and recommendations from small armies of local 
connoisseurs. Casual users just want to see who has the 
best pizza or Thai food for delivery, while dedicated 
foodies will want to know a lot more before making a 
reservation. With a site such as Urbanspoon, you can 
benefit by making sure that both groups get the infor- 
mation they need about your business. Similarly, 
sites that cater to general interests in which you have 
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There's an ever-expanding universe of social 
networking sites dedicated to specific industries, 
such as i-Meet for event planners. 



particular expertise can provide 
useful opportunities. For ex- 
ample, Flickr (www.flickr.com) 
might be just a site to share va- 
cation snapshots for most 
people, but if you're a photog- 
raphy or multimedia profes- 
sional, you can use the site's 
extended tools to build a net- 
work of similarly focused power 
users and other people inter- 
ested in your work. 

For social networking narrowly 
focused in your in- 
dustry, check in 
with your peers 
and professional 
organizations, or 



just do some Internet searching. You'd be 
surprised at how many industry- specific sites 
spring up every day, building communi- 
ties for professions as diverse a 
funeral directors (CDSocial; www 
.cdsocial.com) and cartographers 
(CartoTalk; www.cartotalk.com 
There's nothing wrong w 
the big names in social ne 
working — they're valuabL 
tools and a lot of fun. But 
they're not the only way, or 
sometimes even the best 
way, to benefit your com- 
pany via social network- 
ing. Combine all your options to g< 
most exposure and value for your t 
ness. But whatever networks y 
choose to take part in, remember th 
you're representing your business 
Demonstrate the same commit- 
ment and reliability you do on the 
job. "The most important pie 
of networking is follow-up : 
summarizes Felton. "You have 
to show up." New customers, 
partners, and prospects are 
waiting for you. I 
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How-To 
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Fresh Looks For SmartArt 



If you're unfamiliar with Office s SmartArt, you 
may confuse it with charts. Although charts 
give numbers a graphical face, SmartArt provides 
a more versatile visual platform for a wide va- 
riety of ideas in Word, Excel, PowerPoint, and 
Outlook. SmartArt's professional-looking dia- 
grams help you quickly summarize processes, or- 
ganizational structures, cycles, and more. The 
2010 edition of SmartArt preserves much of the 
design and function from previous Office edi- 
tions. But there are enough new designs — 
including compelling photo options — that make 
the new SmartArt worth exploring, even for ex- 
perienced users. 



/Format! 



u _ 



Outline 



WINNING STATE PARK PROJECTS 




I U S ^ AV 



- ADOD Dt . *»sh 

Drawing 



WINNING STATE PARK PROJECTS 




IB 5S H3 ¥ 



A fresh batch 

of SmartArt 

diagrams lets you 

add your own 

photos to 

graphics, making 

your point 

instantly more 

memorable. 



Start using SmartArt by clicking the Insert tab's 
SmartArt button. The list on the left side sorts the 
available diagrams by type, such as List, Process, 
Hierarchy, and Matrix. Scroll through the designs 
in the center box until you find one you like. 
Next, click it to see a bigger example of it to the 
right, complete with text explaining how the 
graphic works and the situations for which it's 
best suited. 

Once you choose a graphic and click OK, 
Office inserts it into your document. A box to 
the left lets you type text and automatically in- 
serts it into the appropriate place on the 
graphic. (If you don't see the box, click the ar- 
rows beside the graphic.) If you have trouble 
making sense of where the text box entries 
will appear on the graphic, you can click di- 
rectly on parts of the graphic and type the ap- 
propriate text. 



Customize SmartArt 

You can customize most of the elements in a 
SmartArt diagram. In a Cycle Matrix diagram, for 
example, you can click one of the central arrows 
and drag it to a larger size. You can click any 
shape within the diagram, such as one level of a 
Pyramid List and change its fill color. Click a text 
box, and you can use the Home tab's Font section 
to choose a new font, size, and color. 

For a quicker overhaul of the entire diagram, 
click it and then click the Design tab. In the 
SmartArt Styles section, click the Change Colors 
drop-down list to choose from a variety of color 
schemes. These options remake var- 
ious parts of the diagram with several 
complimentary colors, rather than 
the single color the diagrams origi- 
nally use. 

In addition to altering colors, you 
can use the gallery of designs beside 
the Change Colors button to add var- 
ious shading and 3D effects to the 
SmartArt. These styles can quickly ele- 
vate your graphics to a pro-style look 
that lends your concepts not only 
clarity but also credibility. 

You can quickly experiment with 
different types of SmartArt diagrams 
for the same information. On the 
Design tab, look in the Layouts section 
for other diagram styles Office considers a good 
fit for the information you've already entered. If 
you want even more options, click More Layouts 
and choose a look to try. 

New Picture Options 

The new option really worth trying out in 
Office 2010 is the Picture category of SmartArt. 
These designs let you click a link to add your own 
photos to a big selection of diagrams. It's an easy 
way to make information more vivid and memo- 
rable by using images of real people, places, and 
products. And, of course, adding your pictures 
helps reach a key goal of any user of a mass- 
market product such as Office: creating docu- 
ments with a look that's uniquely yours. I 

by Trevor Meers 
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Question: Why does 
Word 2007 flag URLs as 
misspelled? Can I stop 
that? 



Answer: We take URLs 
(Web addresses) for 
granted, but tools like 
Microsoft Word 2007 
will often show those 
Web addresses as mis- 
spelled words. People 
who work with a lot of 
URLs in documents 

can find this spell-checking characteristic an- 
noying. You can change the way that Word 
2007 handles Web addresses. In Word, click in Word. 



Microsoft Word 2007 lets 
you control many 
document proofing 
features, including the way 
that Word handles Web 
addresses and file names. 



the Office button, click 
Word Options, and 
choose Proofing from 
the left menu. Check the 
Ignore Internet And File 
Addresses checkbox and 
click OK. Now, you should avoid those pesky 
red underlines each time you type a URL 



USB Hard 
Drives 



Question: Can I run a program from my external 
USB hard drive, or will the program stutter and 
crash? 

Answer: Most programs are designed to run from 
an internal hard drive using a fast local interface 
such as SATA (Serial Advanced Technology 
Attachment). It is certainly possible to run pro- 
grams directly from an external USB hard drive, 
but the USB 2.0 interface may struggle with this 
type of data traffic. Also, other USB devices can 



compete for USB bandwidth. This means it's im- 
possible to tell just how well any given program will 
work from a USB drive. For example, simple utili- 
ties (such as a virus checker) may launch and run 
perfectly, while other programs (such as games or 
storage-intensive programs) may show a noticeable 
performance hit. 

USB 3.0 offers faster bandwidth, but there aren't 
as many PCs and devices that support the new 
standard (yet). 




Question: I want to free up hard drive space 
without deleting any data. Is that possible? 

Answer: Windows 7 lets you compress the con- 
tents of a hard drive. This saves space and lets you 
fit more files and programs on the drive. To start 
compression, click Start and Computer. Highlight 
the drive that you'd like to compress and click 
Properties. Select the General tab in the Disk 
Properties window. Locate the Compress This 
Drive To Save Disk Space box, check it, and click 
Apply. Windows will start compressing the drive. 

It may take substantial time (perhaps several 
hours) to complete the compression process; it 



depends on the size of the drive and the content 
that needs to be compressed. Also, some files 
compress better than others. For example, text 
files may compress extremely well, while most 
image files may compress little (if at all). So, it's 
impossible to predict just how much drive space 
you'll gain by implementing compression. 

Compression is quite safe (although compressed 
files may be difficult to retrieve if your hard drive 
experiences problems), but compressed content 
has to be decompressed as it's read from drive 
into memory, and then re-compressed as it's 
written back to drive. This added layer of com- 
pression can slow your PC's performance. 
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Question: Should I let my security software 
remove malware automatically? 

Answer: The typical security program attempts 
to clean infected code automatically It removes 
the virus without destroying the file. If the infec- 
tion cannot be cleaned, the security program 
normally quarantines the infected file to a pro- 
tected folder. This effectively neutralizes the 
threat while preserving the suspicious code. One 
benefit of quarantining is that it gives you the 
opportunity to undo false positives (safe files 
that are improperly flagged as infected) and 
submit the suspect code for further analysis if 
you want. 



You can also configure the security program to 
ask you what to do each time it finds an infection. 
Another option is automatic deletion, which 
eradicates the file outright. The downside here is 
that there's no way to salvage the file data if there's 
a false positive. 

If you have a choice, set the security program to 
quarantine suspicious files and let it handle virus 
disinfection automatically. This is the most for- 
giving approach, and it means you'll waste less 
time hunting bugs; there's no need for you to sit 
around and watch the virus scanner run and deal 
with each report as it comes up. You can always 
purge the quarantine folder later on if you want. 





Question: What is this Turbo Boost technology 
that I see with the newest processors? 

Answer: Turbo Boost technology is Intel's an- 
swer to traditional processor overclocking 
(running the processor faster than its rated 
speed). Turbo Boost allows the computer to 
drive an i5 or i7 faster than its marked fre- 
quency — as long as the processor remains 
within acceptable power and temperature limi- 
tations. This requires a 
motherboard capable of sup- 
porting Turbo Boost opera- 
tion. Once activated, the 
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Question: I want to scan sev- 
eral forms, but the scanner 
won't take them from the 
document feeder. Is there a 
way to change the source? 

Answer: It sounds like the 
scanner isn't configured to 
accept documents from the 
ADF (automatic document 
feeder). Open the scanner's 
management software and 
look for an option that con- 
trols the document source. 
For an Epson Artisan 810 all- 
in-one printer, the Epson 
Scan tool can switch between 



EPSON Scan 



computer itself will determine the appropriate 
operating frequency automatically, so it's not a 
feature that you can control directly (such as 
clock speed, multiplier, and voltage settings 
with traditional processor overclocking). 



Turbo Boost basically provides you with addi- 
tional processing power if the system's workload 
calls for it. The system decides when to provide 
that additional boost. The feature turns off 
when your workload drops, 
or when the processor 
reaches its temperature or 
power limits. 
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the document table (the glass 
flatbed) and the ADF. In this 
case, select the ADF from the 
drop-down menu and try 
switching again. Also, there 
may be a scanning source op- 
tion in the scanner's physical 
control panel. Check the 
scanner's users manual or 
other documentation for 
specifics on the controls for 
your particular product. 



Scanner control applications 
may allow users to change the 
document source. 
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What To Do When 

Your Optical Drive 
Won't Work 
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In the age of USB flash drives, 
downloadable applications, and 
streaming movies, we're using our 
optical drives less. As a result, you 
may not even notice when your op- 
tical drive stops working. Whether 
you're trying to play back that pres- 
entation you burned or kill time at 
the airport by watching a movie, it 
can be extremely vexing when you 
realize your optical drive no longer 
works. We'll examine some common 
optical drive problems and some 
quick solutions. 

The Easy Fix 

One of the most common issues 
involves an inability to read from 
or write to optical media. Although 



optical drives have improved, you 
may still come across occasional 
compatibility problems where a drive 
has issues with certain types of discs. 
We're not talking about these infre- 
quent compatibility problems here, 
but rather a total and complete in- 
ability to either read or burn any disc 
you place in the drive. In some cases, 



CD/DVD Reading and Writing 



CDs/DVDs 



id apply the fixes For me (Recommended) 
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the optical drive may not appear in 
My Computer at all. 

In such instances, the best place to 
start is an automated fix provided by 
Microsoft. The fix is available at 
bit.ly/6vOrVY. Click the Run Now 
button to download and save the ap- 
plication. Once the download is com- 
plete, double-click the file to run it 
(note that Internet access is required 
while running the fix). This fix re- 
quires Microsoft .NET Framework 
2.0 or later. A link to download and 



Microsoft has a quick fix troubleshooting program 
that can automatically detect and fix common 
problems with optical drives. If you prefer a little 
more control, you can opt to select from a list of 
possible fixes and apply only the fixes you want. 
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install .NET Framework will be pro- 
vided if it's not already installed on 
your system. 

If you're running Windows Vista or 
Windows 7, you may need to grant the 
patch permission to run. Accept the 
End-User License Agreement to begin 
the troubleshooting process. Click 
Detect Problems And Apply The Fixes 
For Me to let the software handle 
everything or click Detect Problems 
And Let Me Select The Fixes To Apply 
if you prefer to exercise a little more 
control over the process. 

Regardless of your choice, the 
patch will download a Trouble- 
shooting file and then ask which op- 
tical drive you want to troubleshoot 
if you have more than one drive on 
your system. You may need to select 
whether you're having problems 
playing optical discs or whether 
you're having problems burning 
them. You may also need to insert a 
supported disc during the trou- 
bleshooting process. (If you don't 
have one handy, you can skip this 
portion, but the troubleshooting ses- 
sion will be less thorough if you do.) 

If you opt to apply certain fixes 
yourself, you'll be presented with a 
variety of options. Place a check next 
to each fix you want to apply and 
click Next. The patch will do its best 
to fix any problems it finds, but in 
some instances, it may suggest addi- 
tional solutions for you to perform 
manually. Note that even if the auto- 
mated fix does repair the problem, 
you may need to reinstall specific ap- 
plications that utilize the optical 
drive, such as iTunes or Nero, before 
those applications will work with 
your optical drive. 

Manual Solutions 

If the automated fix doesn't actually 
fix your problem, you'll need to do 
some manual work to resolve the issue. 
We'll start by editing the Windows 
Registry to remove a couple of entries 
that may be causing a problem. If ed- 
iting the Registry doesn't fix the 
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File Edit View Favorites Help 


J -A Computer 


Name 






Type 




> - HKEY_CLASSES_ROOT 
;■■■ HKEY_CURRENT_USER 

HKEY_L0CAL_MACH1NE 
[>■■» HKEYJJSERS 

HKEY_CURRENT_CONFIG 


^ (Default) 
^oJEditFlags 


REG_SZ 
REG_BINARY 


(value not set) 
OD OD 00 00 



Always use caution when using 
the Registry Editor as a mistake 
can cause problems with other 
applications or even Windows 
itself. Keys and subkeys are 
arranged like folders and listed 
on the left side. Values, which you 
can think of as files within a folder, 
are listed on the right. 



problem, you may need to reinstall 
drivers. Finally, in extreme instances, 
you may need to check your drive's 
physical connections. 

Registry tweaking. As always, ex- 
ercise caution when you are editing 
your Windows Registry. Many Reg- 
istry entries have long and/or similar 
names that can cause confusion. A 
mistake while editing the Registry 
may result in problems with other 
applications or even with Windows 
itself. Never make a change in your 
Registry unless you're certain it's the 
suggested change. 

Open the Registry Editor by typing 
regedit in the Search Programs And 
Files field in the Start menu. To back 
up the Registry, click File, click 
Export, choose a location, and then 
name the file. In the Export Range 
section, make sure the radio button 
beside All is selected and then click 
Save. The Registry Editor lists keys 
on the left and values within a 



selected key on the right. Keys are 
arranged much like folders and sub- 
folders in My Computer. Double- 
click a key on the left to see its 
subkeys. Navigate to HKEY_LOCAL 
_MACHINE\SYSTEM\CURRENT- 
CONTROLSET\CONTROL\CLASS\ 
{4D36E965-E325-11CE-BFC1- 
08002BE10318}. On the right side of 
the window, look for LowerFilters. If 
LowerFilters is not present, continue 
to the next section. Otherwise, right- 
click on both UpperFilters (if 
present) and LowerFilters and select 
Delete to remove them. You may 
also see UpperFilters. bak and/or 
LowerFilters. bak values, but there is 
no need to delete either of these 
values. Close the Registry Editor and 
reboot your system. If you still have 
problems with your optical drive, 
continue to the next section. 

Driver problems. Driver issues 
are a common problem and are gen- 
erally easy enough to fix. Start by 
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Once you've found the proper Registry key, look for the LowerFilter value on the right. Delete 
it and UpperFilters if it's listed and reboot the PC. 
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right-clicking Computer in the Start 
menu and selecting Properties. Click 
the Device Manager link in the 
upper-left corner. The Device Man- 
ager lists all the hardware on your PC 
and may indicate any problems with 
such hardware. Under DVD/CD- 
ROM Drives, you may see your op- 
tical drive listed with a yellow 
exclamation point next to it. This in- 
dicates that the device is not properly 
installed. If your drive isn't listed at 
all, you may have a more serious 
hardware problem. Continue on to 
the Hardware Problems section for 
more information. 

To reinstall the drivers, right-click 
the affected drive in the Device 
Manager and select Uninstall to re- 
move the driver. When you reboot, 
Windows should detect your optical 
drive and reinstall the driver. Check 
the Device Manager to make sure the 
drive is operating properly. Again, 
you may need to reinstall specific ap- 
plications to get them working prop- 
erly with your recently repaired 
optical drive. If you still have prob- 
lems, you may have a hardware issue. 

Hardware Problems 

While hardware issues are not 
common, they do occasionally happen. 
Drives can sometimes fail or cable con- 
nections can loosen over time. Here are 
some common hardware solutions to 
try. These solutions are most likely to 
apply when your optical drive isn't rec- 
ognized by Windows and when none of 
the above solutions work. 

Start by making sure your optical 
drive is receiving power by pressing 
the Eject button on the optical drive it- 
self. If the CD tray doesn't eject, it's an 
indication that either the drive itself is 
faulty or that there's a loose power 
connection. We'll discuss connections 
more in a bit. 

If the tray does eject properly, then 
you need to see whether the system's 
BIOS (Basic Input/Output System) 
detects the drive. The BIOS is a small 
piece of code that runs at startup and 
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The Windows Device 
Manager lists all the 
hardware on your 
system and shows 
you any problems. 
If a driver has 
become corrupt, 
you can uninstall 
the driver using the 
Device Manager. 
Windows will 
reinstall the driver 
when you reboot. 



is responsible for your system's initial 
configuration. If the optical drive 
isn't listed in the BIOS, then you al- 
most certainly have some sort of 
hardware problem. 

Accessing your system's BIOS 
varies based on your system's moth- 
erboard. This means that the method 
can vary even between models sold 
by the same manufacturer. Gener- 
ally, you should see instructions 
for entering setup when your sys- 
tem first starts up (but again, the 
exact language here will vary). 
Common keys include any one of 
the Function keys (such as F8), ESC, 
and DELETE. 

Once you have entered the BIOS, 
look around for a screen containing 
drive information. If your CD-ROM 
drive isn't listed here, then it's not 
being detected by your system and 
there is most likely a hardware issue. 
If you have a desktop system, you 
will need to open the case to check 
the connections. The optical drive 
should have one cable connecting it to 
the motherboard (this should be a wide 
ribbon cable on older models — known 
as an IDE [Integrated Drive Elec- 
tronics] or PATA [Parallel Advanced 
Technology Attachment] cable — or a 
more narrow flat cable — known as a 
SATA [Serial ATA] cable — in newer 
models) and a power cable connecting 
it to your system's power supply. Make 



sure both cables are firmly connected 
to the optical drive and make sure the 
PATA/SATA cable is securely con- 
nected to the motherboard. 

If you have a notebook computer 
with a modular optical drive, consult 
your system's manual for the proper 
method of removing and inserting 
your modular drive. When rein- 
serting the drive, make sure it con- 
nects securely. Notebooks are 
notoriously difficult to take apart and 
reassemble, so we do not recommend 
checking the connections of a non- 
modular optical drive yourself. 
A better route is to contact your 
system's manufacturer for service. 

Once you've reconnected your op- 
tical drive, boot up the system and 
return to your BIOS. If the optical 
drive is now detected, boot into 
Windows and see if the drive is 
working again. As always, you may 
need to install specific software in 
order to get those applications 
working with your recently repaired 
optical drive. 

With these common solutions, you 
should be able to repair most optical 
drive issues. Most of these fixes can 
be attempted relatively quickly and 
easily so you can get back to burning 
videos and playing presentations as 
quickly as possible. I 

by Chad Denton 
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How To Install 



An Old Hard Drive As A Spare 




There's a hard drive 
on your shelf. It's sit- 
ting there because you 
wisely removed it from your 
old computer before you got 
rid of it. After all, there is prob- 
ably sensitive business information on 
that drive, if not personal files, and 
you wouldn't want it to fall into the 
wrong hands. 

Then again, there's nothing on the 
drive you need to keep. And your 
work PC could definitely use a little 
more drive space, couldn't it? If 
you're using a desktop computer 
in your business or home office, 
chances are good that you can install 
that old drive to add more capacity 
with minimal hassle. Think of it as 
leveraging idle assets. 

Installation 

Let's take a look at what you need to 
do to add a typical SATA (Serial 
Advanced Technology Attachment) 
hard drive to a Windows 7 desktop PC 
(the steps largely apply to WinXP/Vista 
systems, too). We'll assume that the 
drive still contains an old installation 
of Windows and/or other data. 




Certain high-capacity drives such as this 3TB WD 
Caviar Green ($229.99 online; www.wdc.com) 
require OS (operating system) support and 
perhaps the installation of an adapter card. 



1 First, handle any hard drive very 
carefully. Inside are some fragile 
moving parts that are easy to break. 
Also, to prevent damage to electronic 
components from electrostatic shock, 
especially in the dry, heated, indoor air 
of the winter months, touch a large 
metal object such as a desk often as 
you work on your PC. 

2 Shut down the PC and unplug its 
power cord. Next, remove both 
side panels from the case if it's a 
tower-style chassis. For a horizontal or 
HTPC (home theater PC) case, take 
off its top cover. 

3 Look inside the case for an unused 
drive bay wide enough to hold a 
3. 5 -inch hard drive, so named for the 
approximate diameter of the hard 
disks inside it. If there's no 3.5-inch 
bay available, you can buy an inexpen- 
sive bracket to adapt the drive to a free 
5. 25 -inch wide optical drive bay. No 
room there, either? Consider buying 
an external drive enclosure kit to at- 
tach the drive via USB or eSATA (ex- 
ternal SATA). 

4 Carefully slide the hard drive into 
the drive bay with its data and 
power connectors facing the mother- 
board. You may have to temporarily 
remove items such as cables or the 
graphics card for the clearance neces- 
sary to slip the drive into place. Lock 
the drive in position with four suitable 
screws. New drives often come with 
screws, but for a used drive, you might 
have to raid an old PC or hit an elec- 
tronics store. 

5 An electronics store or old PC is also 
a good place to find a SATA data 
cable, if you don't have one. Attach one 
end of the cable to the small L- shaped 
connector on the back of the hard drive. 
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Do this carefully, as SATA connectors 
are easy to break if you try to insert the 
cable crookedly. 

The other end of the cable should go 
to a spare SATA header (port) on the 
motherboard. If none are available, 
you'll either need to turn the old drive 
into an external unit or buy a SATA ex- 
pansion card for one of your com- 
puter's PCI-E (Peripheral Component 
Interconnect Express) or PCI slots. 
Install the card per the manufacturer's 
instructions and then connect the old 
drive's SATA cable to it. 

6 Next, connect one of the PC's power 
supply cables to the rear of the drive. 
A SATA power cable has an L-shaped 
connector like a data cable, only wider. 
If the PSU (power supply unit) doesn't 
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Once you've moved any useful data off your 

old hard drive, right-click it in Windows Explorer 

and select Format. This will erase the spare 

drive so you can start afresh. 



have any available SATA connections, 
you may need to buy an inexpensive 
adapter. Note that if your hard drive has 
two kinds of power connectors, namely 
the long L-shaped SATA power and the 
4-pin Molex style, be sure to attach a 
power lead to only one of them. 

7 Plug the PC's power cord back in 
and then turn on the computer. If 
the system boots into Win7 as usual, 
skip ahead to the next step. On the 
other hand, if the computer boots into 
the OS (operating system) installed on 
the old hard drive, restart your PC. 
During the boot sequence, you'll need 
to press a key such as DELETE or Fl 
when prompted to enter Setup, which 
is a control panel that lets you change 
settings in the motherboard's BIOS 




Older hard drives with an IDE interface use ribbon cables with 39-pin connectors. Refer to this article's 
Special Instructions section for some important details about IDE drives. 
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(Basic Input/Output System). If the 
Windows Desktop appears, reboot and 
try again to press the key in time. 

In the BIOS Setup, sometimes 
called the CMOS (complementary 
metal-oxide semiconductor) Setup, 
use the keyboard buttons indicated on 
the screen to find the boot device pri- 
ority list, such as under Advanced 
BIOS Features and Boot Sequence. 
Change the list so that the CD/DVD 
comes first (because occasionally you 
may need to use a bootable disc to 
start a utility or Windows Setup), fol- 
lowed by the newer hard drive con- 
taining Win7. If the new drive isn't 
listed as an option, but the old one is, 
press ESC and look for a related set- 
ting such as Hard Drive Priority. 
Select it, press ENTER, and put the 
newer drive at the top of that list, and 
then return to the Boot Sequence (or 
similar) setting to put the hard drive 
under the CD/DVD drive. Be sure to 
save your changes to the BIOS before 
you exit, such as by pressing F10. 

8 After Win7 boots, press WIN (the 
Windows logo key)-E to open 
Windows Explorer. If there are any 
files on the old drive you want to keep, 
copy them to another medium now. 
For instance, you could move them to 
DVD, a backup drive, or the other 
hard drive in your computer. 

9 Next, it's time to erase the old 
drive to free up its storage space. In 
Windows Explorer, right-click it and 
select Format. Click Start, and you're 
done. Regarding data security, even 
Windows' Quick Format operation is 
sufficient to delete old files beyond the 
reach of most hard drive recovery util- 
ities. If you'd rather not take any 
chances, however, use a data shredder 
such as the free CopyWipe for Win- 
dows (www.terabyteunlimited.com). 
Watch out — don't erase your Win7 
boot drive here. 

1^ If you would like to label the 
\J spare drive to make it easier to 
identify in Explorer windows, right- 
click the drive and choose Properties. 
Under the General tab, type a new 
name such as Personal Files or 



CMOS Setup Utility - Copyright (0 1985-2005 

Boot Sequence 



1st Boot Deuice 
2nd Boot Deuice 
3rd Boot Deuice 
Boot From Other Deuice 



[CD/DUD :PM-PLEKT] 
[SATA:SM-OCZ-UER] 
[SATA:PS-UDC UD31 
[Yes] 



If your computer boots from the OS on the spare drive, enter the BIOS Setup to change the order of the hard 
drives in the boot device priority list. Here we've moved our OCZ SSD boot drive ahead of our spare Western 
Digital hard drive. 



Music in the field and then click 
Apply and OK. 

Special Instructions 

Our general directions above are 
fine for ordinary, used SATA hard 
drives. If your drive deviates from that 
norm, however, read on for some ad- 
ditional notes. 

New drive. If you're installing a 
new drive, you'll probably need to ini- 
tialize (prepare) and partition it 
(create a storage section[s] with its 
own drive letter [s]) before you can 
format it. Win7's Disk Management is 
a great tool for this. 

Click Start, Control Panel, and 
System And Security. Next, click 
Create And Format Hard Disk Par- 
titions in the Administrative Tools 
section. You'll probably need to maxi- 
mize the Disk Management window 
to make it big enough to display all its 
contents. The new drive may be 
called Disk 0, Disk 1, or similar; look 
at its capacity or its Free Space per- 
centage to be sure. Right- click it and 
select Initialize Disk. Complete the 
wizard with its default settings, but 
make sure that GPT (GUID partition 
table) is selected if your new drive is 
2TB or larger. 

Next, you can partition and format 
the new drive in one go. Right- click it 
and choose New Simple Volume. 
Follow the wizard and keep its default 
settings, although you can change the 



drive's letter and label if you like. Click 
Finish when you're done. 

IDE. If your drive uses this older 
interface, its data connector will have 
39 pins for use with a wide ribbon 
cable. IDE (Integrated Drive Elec- 
tronics) was also called ATA, PATA 
(parallel ATA), EIDE (enhanced 
IDE), and Ultra DMA (Direct Mem- 
ory Access). 

Each IDE header on your mother- 
board can support up to two hard or 
optical drives per data cable. If all of 
your PC's IDE connections are al- 
ready in use, it's better to buy a new 
SATA drive than to add more IDE 
headers via a new expansion card. 
However, you can inexpensively re- 
place a one-device IDE cable with 
one that supports two drives. 



Elbow Room 

Depending on the way you intend 
to use the extra capacity in your spare 
hard drive, you'll have to make a few 
simple changes in your computing 
sessions. For example, you might need 
to remember to save files or install ap- 
plications on the E: drive instead of 
C:. A one-time change that can make 
things much easier is to relocate My 
Documents to the spare drive (see 
"Libraries In Windows 7" on page 26 
of our December 2010 issue). I 

by Marty Sems 
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How To Solve Problems With 

Microsoft Office 201 




We're now about nine months 
into the mainstream commer- 
cial life of the latest Microsoft 
Office productivity suite, labeled Office 
2010 (or Office 14, for those who 
prefer to follow the behind-the-scenes 
storylines). While any software up- 
grade on the scale of a new Microsoft 
Office rollout inevitably comes with a 
few headaches, we haven't heard any 
consistent outcry over any major 



known faults in the software. But it 
only takes a small problem to frustrate 
you on any given day, so we've com- 
piled these solutions to some known 
Office 2010 issues to help keep you 
working. (Before you begin trou- 
bleshooting, be sure to install any 
available Office updates: click Start, All 
Programs, and Windows Update.) 

Problem: Because I already have 
Office 2007, I'm hoping to buy a 



discounted upgrade edition of 
Office 2010, but I'm not finding it. 

Solution: That's because it doesn't 
exist. Although Microsoft used to offer 
a discounted upgrade to current Office 
users, they've eliminated that option 
this time around in order to simplify 
the product line. But you'll still see 
Office options in the store. Buying a 
less -expensive Product Key Card gives 
you the code you need to activate the 
copy of Office preinstalled on a new 
computer or to activate Office soft- 
ware you download. If you'd rather 
have actual Office CDs, you can buy 
those for about 20 to 30% more. 

Problem: Office 2010 came pre- 
installed on my computer. It was 
working; now it's not. 

Solution: This probably means the 
program installed on your machine 
was only a trial version, which typi- 
cally works for just 30 or 60 days. To 
keep using the Office software, you'll 
have to purchase a product key and 
activate the software suite. 

Problem: I can't find the product 
key numbers needed to activate my 
Office 2010 installation. 

Solution: The sequence of key num- 
bers you need to start your software is 
delivered in various ways, depending 
on how you purchased Office. Look for 
a label in the software package or in a 
confirmation email if you purchased 
the software digitally. If your searches 
don't turn up the code, visit the Mi- 
crosoft Knowledge Base site at sup 
port.microsoft.com/kb/950929 for in- 
formation on how to contact the 
product activation center for help. 

Problem: Since I made the up- 
grade to Office 2010, I feel like I'm 
wandering around the interface be- 
cause I can't find any of the tools and 
menus I'm used to. 

Solution: Interface changes typi- 
cally draw the most user complaints 
with upgrades like this. There are 
enough consumers feeling disori- 
ented that Microsoft has created a 
nifty interactive guide to show you 
where everything landed in the new 
version. When using the guide, you 
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If you're having trouble getting your bearings in the new Office interface, download the free guides that 
help you locate your favorite tools. 



can click a tool in a graphic of the old 
versions, and the software will show 
where to find it in the new version. 
Be forewarned: You may be asked to 
download and install a program 
called Silverlight to use the guides. 
It's not a huge hassle, but you may 
find it faster to just use Office 2010's 
Help feature to search for the name of 
your missing tool. Or you can down- 
load simple reference Excel work- 
books that help you find tools. To 
download workbooks or use a guide, 
visit tinyurl.com/382rh6r. 

Problem: I'm not the only 
one in my office feeling over- 
whelmed by the new Office 
suite. I need an easy way to 
get everyone up to speed. 

Solution: Microsoft offers 
free downloadable training 
guides in PowerPoint format. 
The collection includes slide- 
shows for each program in the 
Office suite, as well as slide- 
shows that specifically train 
users on tasks such as creating 
your first Excel 2010 spread- 
sheet and making Word 2010 
documents more visually ap- 
pealing. Because the video- 
filled shows are all made up of 
PowerPoint slides, you can cut 



and paste slides as needed to create 
shows suited specifically to your 
team's needs. Check out the selection 
at tinyurl.com/22rgouo. You also can 
use Web-based training courses (com- 
plete with interactive questions) at 
tinyurl.com/25e6xfh. 

Problem: I'd really like to just put 
a few frequently used tools where I 
know I can find them. 

Solution: This is one of Office 
2010's biggest improvements over 
2007. The older Office offered virtu- 
ally no Ribbon customization. But in 
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One of Office 2010's key improvements over Office 2007: new 
for customizing the Ribbon to your liking. 



2010, you can put tools where you 
want, all the way up to adding new 
tabs and hiding ones you don't use. 
Click the File tab, Options, and Cust- 
omize Ribbon. In the next window, 
you can create a new tab and fill it 
with whatever tools you want. (Note 
that Ribbon changes are specific to the 
program you're in and do not apply 
throughout Office.) 

To hide Ribbon tabs, open the 
Customize Ribbon window and click to 
remove the check mark beside the tab's 
name. You can restore it at any time by 
clicking it again to show the check mark 
again. To reorder tabs, click a tab's 
name on the list and click the Move Up 
or Move Down arrow on the right. 

To restore the Ribbon to its default 
look at any time, click the Reset button 
in the Customize Ribbon area and 
choose whether you want to reset only 
the active tab or all customizations. 

Problem: I have to share files 
with people who haven't upgraded 
to Office 2010 yet. How can we 
share files? 

Solution: The big change in Office 
files occurred with the 2007 edition, 
when files picked up the .DOCX, 
.XLSX, etc. extensions rather than plain 
old .DOC and .XLS. If someone using 
an Office version older than 2007 tries 
to open a 2010 document, they'll re- 
ceive a prompt asking if they want to go 
download a compatibility pack, 
which lets them access files in 
the new format. 

Of course, you also can 
save your Office 2010 doc- 
uments into an older file 
format, ensuring their com- 
patibility on other machines. 
Depending on what fancy ele- 
ments you've inserted into 
your document, you may lose 
some functionality by going 
to the older version. When 
you go to save in the older 
version, Office's compatibil- 
ity checker will give you a 
warning explaining which 
parts will be lost in the con- 
version. One common loss of 



tools 
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function, for example, involves shape 
effects that are unavailable in older 
PowerPoint versions. When you con- 
vert the file, the shape may become 
an uneditable image of that shape. 

Also keep in mind that you may 
want to convert older files to the 
2010 format after you've opened 
them in Office 2010. You can do this 
by opening the file, clicking the File 
tab, clicking the Info section, and 
clicking Convert. 

Problem: I converted an older 
Word file into the 2010 file format, 
and now the formatting around one 
of the diagrams has suddenly gotten 
very strange. 

Solution: While pictures and 
graphics should work fine after such a 
conversion, the formatting around 
custom diagrams in Word documents 
doesn't make the leap to the 2010 file 
format very well. Microsoft's recom- 
mended solution (OK, it's more like a 
workaround than a solution) is to re- 
move the diagram and reinsert it from 
the original source. 

Problem: The Microsoft Office 
button was my home base for all the 
housekeeping duties in Office. Now 
how do I get to all that stuff? 

Solution: The new spot for all 
kinds of housekeeping duties in 
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Saving Office 2010 documents to an older file 
format makes them fully usable by more users, 
but the Compatibility Checker warns you about 
features you'll lose in the process. 



Office is Backstage view, which you 
access by clicking the File tab in any 
Office program. In this view, you'll 
find all the tools for printing, file 
management, and program options. 
In general, you'll probably find that 
this new view makes most tools more 
readily available via clickable words, 
rather than the multiple windows 
and dialog boxes you had to wade 
through in previous Office versions. 
But you aren't alone if you get a little 
confused by the way your active doc- 
ument disappears from view when 
you enter Backstage view. 
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Most of Office's housekeeping tools have been relocated to the new Backstage view. Less convenient is the 
fact that your document disappears from view when using Backstage. 



Problem: I'm running into issues 
with Office programs running 
properly or even running at all. 
Where should I start looking for 
the problem? 

Solution: Add-in programs are one 
potential problem. These are down- 
loadable (often free) additions to 
Office that let it do some new task 
such as mimicking the menu look of 
previous versions, handling document 
windows in more intuitive ways, or 
letting you browse live Web pages in 
PowerPoint slides. If an Office pro- 
gram is acting flighty, try disabling all 
the add-ins, then turning them back 
on one at a time. If an add-in is the 
culprit, this will help you identify it. 
Disabling these add-ins can get fairly 
confusing and complex. For instruc- 
tions on doing it in Word specifical- 
ly, see this article on Microsoft's 
Knowledge Base site: support. mi 
crosoft.com/kb/838675. 

Problem: When I try to open 
some files, Office produces a mes- 
sage saying the file can't be open- 
ed because Office is protecting 
my computer. 

Solution: When you open any file 
that's not on your computer or your 
network, Office File Validation inter- 
venes to make sure malicious files 
aren't getting onto your machine. To 
avoid the security check, move the file 
to a "trusted location" on your hard 
drive or network. But we wouldn't be 
doing our job if we didn't include this 
caveat: You should always scan any 
new files with a good antivirus soft- 
ware package. 

Problem: I need to add a Blind 
Carbon Copy recipient to an Out- 
look email, but I can't find the BCC 
field anywhere. 

Solution: Microsoft chose to hide 
the BCC field by default, reasoning that 
many people don't use it and that it 
simply clutters up the screen. To reveal 
the BCC field, open a new email mes- 
sage and click Options. Look for the 
Show Fields section and click BCC. I 

by Trevor Meers 
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Examining Errors 



compiled by Jennie Schlueter 



Error messages rarely provide clear explanations of the problems they represent. Some are riddled with technical jargon. Others 
have seemingly indecipherable codes. And some tell you exactly what the problem is but don't tell you how to solve it. 

Each month, we take the mystery out of error messages that flummox our readers. Every solution includes the message in its 
original form, a plain-English translation of that message, and step-by-step instructions for solving the problem. 

If you have questions about an error message, email us (errormessages@smartcomputing.com), and we'll try to decipher it. Tell 
us what version of Windows you are using, give the full text of the error message, and provide as many details in your email as 
possible. Volume prohibits individual replies. 

I T u N E s 



Error 



iTunes could not connect to the iTunes store. 
An unknown error occurred ('3221). 



Translation: You may encounter this error message 
on a PC that has iTunes and McAfee Personal 
Firewall Plus. The error displays when you try to ac- 
cess the iTunes Store. 

Solution: Getting rid of the error message is a simple 
matter of changing permission levels for iTunes and 
iTunesHelper. Once you configure McAfee to allow 
full access to these programs, you should be able to 
both send and receive data from the iTunes Store. To 
change permission levels, right-click the McAfee icon 
on the Desktop, point to Personal Firewall, and then 
click Internet Applications. Now find iTunes and 
iTunesHelper in the Internet Applications list. In the 
Permissions list, right-click the permission level for 
iTunes and click Allow Full Access. Then do the same 
thing for iTunesHelper. I 
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Error 



To install and use this product, you must be running 
one of the following operating systems. 



Translation: You might encounter this message when 
you install Microsoft Office 2010. Office 2010 will only 
run on certain processor and OS combinations. If your 
computer has a 32-bit processor, you must be running 
Windows XP SP3/Server 2003 SP2/Vista SP1/7. On a PC 
with a 64-bit processor, you'll need Vista SPl/Server 
2008/7. If you're seeing this message, it's likely because 
your system doesn't meet the requirements to run Office 
2010 or because the Office 2010 Setup Program is set to 
run in Compatibility Mode. This means the Setup pro- 
gram is set to run under a particular operating system, 
such as Windows 95. 



and install an additional service pack, do so. You can find 
additional information about Office 2010's system require- 
ments: bit.ly/9WzceX. 

If your system is up to snuff, try turning off 
Compatibility Mode. To do so, right-click the Office 2010 
Setup.exe file. You can find this file in the Office 2010 
program folder on your hard drive. Choose Properties 
from the pop-up menu and click the Compatibility tab. 
Click to uncheck the Run This Program In Compatibility 
Mode For checkbox. Click Apply and then OK. Now 
double-click the Setup.exe file again to retry the installa- 
tion of Office 2010. 1 



Solution: The first thing to do is verify that your system 
meets Office 2010's requirements. If you need to download 



84 February 2011 / www.smartcomputing.com 



Tech Support 



WINDOWS MEDIA PLAYER 



Error 



Windows Media Player cannot synchronize the file because the license is missing. If you obtained 
the file from a Web site, try downloading the file again. 



Translation: You may run into this error message 
when synchronizing a protected file on your computer 
to a portable device via Windows Media Player. This 
happens because some content providers use a version 
of DRM (digital rights management) software that re- 
quires that you play a protected file in the player to get 
the license. 

Solution: The solution here is very straightforward. 
Simply play the protected file in Windows Media Player 
before trying to sync it to your portable device. This will 
allow the file to gain the missing license, giving you rights 
to play it on your device. Then you should be able to syn- 
chronize the file to your device. I 




MICROSOFT OFFICE 



Error 



You have not entered a valid Product Key. Please check the number located on the sticker on the 
back of the CD case or on your Certificate of Authenticity. 



Translation: This message may appear when you start a 
Microsoft Office application after you install the Office 
suite. Obviously, you'll get an invalid product key message if 
you typed your product key wrong, but the error message 
could also be the result of a conflict with an earlier version 
of Office Suite on your computer. It typically affects 
Microsoft Office 2003/2007/2010. 

Solution: The first and most obvious fix to this problem is to 
double-check that you entered the right product key. Keep in 
mind that the product key for the Office Suite is not the 25- 
digit product key on a sticker on the bottom of your laptop or 
on the case of your desktop. (That 25-digit key is the product 
key for Windows, not Office.) The correct product key for any 
Office Suite will be inside the retail Office box (if you bought 
the product from a retail store), in an email message from the 
Web site from which you purchased the software, on a sticker 
on the outside of the software CD case, or on the inside of a 



PKC (Product Key Card) 
purchased at a retail 
store. (This would be for 
Office 2010 only.) 
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If you're sure you are 
entering the correct 
product key but you're 
still getting an error, 
there is one more fix to try. Uninstall any previous versions 
of Office Suite and the Office Activation Assistant that may 
be on your system. 

Click Start, Control Panel, and the Uninstall A Program 
link in the Programs section. If you see the extraneous soft- 
ware, such as a program labeled, "2007 Microsoft Office 
System," uninstall it and the Office Activation Assistant, as 
well. Now try entering the product key for your new Office 
Suite again. I 
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Support Error Messages Online 



Error Messages 

If you're getting a specific 



.;.-:.• ; :.'-::: 



Browse Error Messages Alphabetically (Try this first.) 
Search By Error Message Text 



Don't see your error message here? Visit the Smart ComputingJech Support 
Center (www.smartcomputing.com/techsupport) to search our database of 
common error messages and PC problems. 
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Software Updates 



Compiled by Nathan Lake 



When it comes to protecting your software, installing the latest updates is one of the most 
important steps you can take. Software updates fix bugs, plug security holes, and sometimes 
even add new features. Here are the updates you should know about this month. 



RealPlayer 14 

Update: RealPlayer 14 includes new 
features that improve the playback, 
management, and sharing of the 
media on your PC. The upgrade also 
gives you the ability to move your 
photos, videos, and music to other 
devices in a format that your port- 
able media player can use. Real- 
Player 14 even includes a utility that 
lets you move the photos, videos, 
and music from your mobile devices 
into the RealPlayer library. Real- 
Networks indicates that the goal of 
the new version is "to make it easier 
than ever before to manage and 
move media across devices without 
worrying about file formats or con- 
version issues." 

Installation: To install RealPlayer 14, 
visit www.real.com/realplayer and click 
the RealPlayer Free Download button. 
Save the installation file to a folder on 
your computer, open the folder, and 
double-click realplayer.exe. Follow the 
instructions in the RealPlayer wizard 
to finish the installation. 

www.real.com 



Google Earth 

Update: This new version of Google 
Earth has integrated the Street View 
experience (this displays real images 
captured by Google to let you virtu- 
ally walk through an area) and his- 
torical imagery (a feature that lets 
you view the way the landscape looks 
using old aerial photographs). For 
example, when we were looking for 
a house in Lincoln, Neb., we could 



look back at images from a 1993 U.S. 
geological survey. Some aerial im- 
ages are a few decades old; there 
are photos of London from 1945. 
Google Earth has also added trees 
to its 3D maps, so you can virtually 
walk around areas with 3D buildings 
and trees. 

Installation: To enjoy the new 
Google Earth features, open Google 
Earth, click the Help button, and 
select Check For Updates Online. 
When Google checks for the new 
version, follow the prompts to 
download and install the update. 
Alternatively, you can visit www 
.google.com/earth and click the 
Download Google Earth 6 button. 
At the following page, uncheck the 
Include Google Chrome, A Fast New 
Browser For Windows And Mac and 
Make Google Chrome My Default 
Browser checkboxes (unless you'd 
prefer to change your Web browser) 
and select the Agree And Download 
button. Follow the Google Earth in- 
stallation wizard's prompts to get 
Google Earth 6. 

www.google.com 



Malwarebytes Anti-Malware 

Update: Version 1.5 of Malware- 
bytes Anti-Malware, which is a pop- 
ular antivirus application that's 
available in both free and paid edi- 
tions, offers a scan speed that's up to 
five times faster than previous ver- 
sions. For the paid edition, Anti- 
Malware offers improved stability 
in both the Scanner and Protec- 
tion module. Another new feature in 




WinZip 15 creates zipped files 30 to 50% faster 
than previous editions. 

version 1.5 is the ability to manually 
add files and folders to the Ignore 
list. It will also display notifications 
for blocked malicious Web sites with 
details of why the page was blocked, 
such as type, port, and process. Anti- 
Malware 1.5 also includes capabilities 
for scanning system startup loca- 
tions, which can improve the detec- 
tion of malware that blocks itself 
from being removed. 

Installation: When you open Anti- 
Malware, it should automatically in- 
form you that there's an update 
available. Click the OK button; 
Antimalware will go ahead and 
download and install the newest ver- 
sion. If you didn't see the automatic 
update message, browse to www 
.malwarebytes.org and click the 
Download link on the Web page that 
corresponds to the version you wish 
to download. There are three op- 
tions, the free version, the full ver- 
sion, and one for companies with 
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corporate licensing. Once the file is 
downloaded, click the Run button and 
follow the on-screen instructions. 

www.malwarebytes.org 



Winzip 

Update: In WinZip 15 ($29.95 for 
Standard edition, $49.95 for Pro 
Edition), Corel introduced a zip fea- 
ture that integrates popular Web 
mail services (previous editions 



could integrate with Microsoft Out- 
look) to make it easy for you to email 
compressed and/or encrypted files 
from Yahoo!, Gmail, and Hotmail. 
WinZip also features a new zip en- 
gine that creates .ZIPX files 30 to 
50% faster than previous versions — 
while still providing the same quality 
compression levels. A new ribbon 
interface and a Desktop widget are 
included to give you ways to quickly 
zip files. 

Installation: WinZip 15 is a free 
upgrade if you've invested in a current 



Upgrade Assurance or Software 
Maintenance plan. Anyone covered 
under the plan can visit www. winzip 
.com/downwz.htm, click the Down- 
load WinZip Now button, install the 
application, and enter your plan's reg- 
istration code. Otherwise, registered 
users of WinZip 14.5 or earlier can 
upgrade to WinZip for half off the 
new license price. You'll find up- 
grade information at www. winzip 
.com/upgrade.htm. 

www.winzip.com 



Update Of The Month 



Windows Live Essentials 2011 

Update: Windows Live Essentials is a suite of communi- 
cation and productivity apps, including the popular 
Windows Live Messenger and Windows Live Photo 
Gallery. In Windows Live Essentials 2011, Microsoft in- 
cludes a feature called Windows Live Mesh that's de- 
signed to let you sync your files and folders across your 
PCs. If you're familiar with Microsoft's "To The Cloud" 
ad campaign, you know it as the application that allows 
you to access content on your PC, such as your shared 
pictures or recorded video, on a remote PC that's con- 
nected to the Internet. The new Windows Live Photo 
Gallery app gives you a way to share photos with your 
friends on SkyDrive, Flickr, Facebook, and other pop- 
ular social media and photo-sharing Web sites. A fea- 
ture titled Photo Fuse has been added to let you take 
the best parts of a photo, such as one person's smile 
from one photo and put it into another, to make the 
best composite picture. 

Installation: If you have Windows Live Essentials al- 
ready installed on your PC, Microsoft will alert you 
that Windows Live Essentials 2011 is available for 
download through Windows Update. It will be listed 
under the Windows Live Essentials section, which is 
located beneath the regular updates for Windows. If 
you don't want to download it through Windows 
Update, you can visit the Microsoft Download Center 
(www.microsoft.com/downloads), search for "Win- 
dows Live Essentials," and click the Windows Live 



Essentials link. Click the Download button and select 
the Run button. 

The Windows Live Essentials installation wizard will 
ask if you want to Install All Of Windows Live Essentials 
(Recommend) or Choose The Programs You Want To 
Install. If you choose the latter option, the wizard will 
bring up a window where all the programs in the suite are 
listed with checkboxes. Once you've made your choices, 
click the Install button. 

www.m icrosoft.com 



Select the updates you want to install 



Nan 



Important (195 



Security Update fc ' •:: '." c - ■■* : ' 3 5 SP1 on Windo.. 



Security Update for Microsoft .NET Framework 3.5 SP1, Win. 

Optional (35) g] Security Update for Windows Vista (KB2207566) 

Security Update for Windows Vista (KB2281679) 

B Security Update for Windows Vista (KB2296011) 
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If you've previously installed Windows Live Essentials, Windows 
Update should automatically list the 201 1 update. 
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Q-A 



Need help with your hardware or software? Looking for simple 
explanations on technical subjects? Send us your questions! 

Get straight answers to your technical questions from Smart Computing. Send your questions, 
along with a phone and/or fax number, so we can call you if necessary, to: Smart Computing 
Q&A, P.O. Box 85380, Lincoln, NE 68501, or email us at q&a@smartcomputing.com. Please in- 
clude all version numbers for the software about which you're inquiring, operating system infor- 
mation, and any relevant information about your system. (Volume prohibits individual replies.) 



Hardware 



c 



Ql've been having a problem with my 
Acer AL1914 19-inch monitor for a long 
time. I set my monitor to turn off after 30 
minutes. The problem is that sometimes my 
monitor doesn't turn off after the 30 minutes, 
and sometimes it does. I notice if I either 
change the time on the Turn Off Monitor set- 
ting, or if I reboot the computer, then it will 
work again. I've updated my system BIOS 
(Basic Input/Output System) and video card 
driver. I have Windows XP SP3 (Service Pack 
3) installed with the latest updates. I also had 
this problem with my old USB wired key- 
board and mouse. Do you have any ideas for 
solutions to my problem, or is this something 
that I'm just going to have to deal with? 



A 



Windows' power-saving modes depend 
on properly detecting system inactivity 



before sleeping, hibernating, or shutting down 
devices such as your monitor. If there's an ap- 
plication running, it might prevent the mon- 
itor from shutting down. We've also seen some 
keyboards and mice that send spurious signals 
that confuse Windows. This is usually more 
common with wireless mice, but you've experi- 
enced this problem with USB peripherals, as 
well, so it might not be hardware-related. 

You mentioned that you've updated your 
motherboard's system BIOS as well as your 
video card's drivers. We also recommend vis- 
iting Acer's support Web site (www.acersup 
port.com) and installing the most recent driver 
for your AL1914 monitor. Most monitors work 
well under Windows without any specific 
drivers, but updated drivers may make the dif- 
ference. Acer currently has a vl. 0.0.0 driver re- 
leased Jan. 14, 2009, that is free to download. I 



Windows 



QI have a problem with my computer. In 
the past, I have been able to restore the 
system when I had problems. Lately, I've tried 
many times to do a restore, and I receive a 
message saying, "System Restore did not 
complete successfully. Your computer's 
system files and settings were not changed. 
Details: An unspecified error occurred during 
System Restore." During all of the restore at- 
tempts, I disable my antivirus software. 

After searching the Web for solutions, I 
believe the file Sr.inf is missing. A search of 
the entire C: drive does not show the file as 
present. My computer manufacturer does 
not give me the ability to repair Vista, only a 
reinstall, and I don't want to do that at this 
time and lose what I have on the computer. 
How can I get System Restore to work again? 

A Although the file name Sr.inf (an abbrevi- 
ation for System Restore) might imply 
that it is important, the Sr.inf file is only 



utilized if a user needs to reinstall System 
Restore. In normal use, the file's absence won't 
have any effect on running System Restore. 

System Restore can fail for a number of es- 
oteric reasons, and when a user encounters 
problems using System Restore, one of the 
best procedures is to run it in Safe Mode. To 
start Windows 7 in Safe Mode, remove any 
CDs/DVDs or floppy diskettes from your 
computer and then restart your computer. 

Next, press and hold the F8 key as your com- 
puter restarts. (If you see the Windows logo, 
you might have waited too long before pressing 
the F8 key. If so, restart again and press the key 
as the system boots up.) Eventually, you'll see 
an Advanced Boot Options screen. Use the ar- 
rows on your keyboard to highlight the Safe 
Mode With Networking option and press 
ENTER. Now, log in to your computer with 
your username and password. 

Now that you're running Windows in Safe 
Mode, it's time to try System Restore again. 
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Click Start, click Control Panel, and select 
System And Security. Next select Action 
Center and finally select Recovery. Click the 



Open System Restore button and select a re- 
store point. Click Next and then click Finish 
to initiate the restore process. I 




Hardware 



Ql'm looking for a small computer to 
take with me on trips and vacations, 
but I am torn between a low-cost netbook 
and a slate computer such as an iPad. The 
iPad seems great, but it's about twice the 
price of the netbooks I've looked at. Is it 
worth it to wait and see if Apple releases a 
cheaper model, or should I just splurge? 

A Netbooks used to mean cheap notebook- 
style computers designed to take advan- 
tage of Web-enabled services, and they usually 
weren't powerful enough for intensive tasks. 
They had small screens, small hard drives, and 
low-power processors designed for maximum 
battery longevity. Today's netbooks, however, 
have usurped the spot held by most mid- 
model notebooks. The best advantage of a net- 
book is that it runs a traditional operating 
system, usually WinXP or Win7. This means 
you can use any application you would like 
and don't have any restrictions on what you 
can install. 

The iPad has shown that there's a market for 
slate computers that use a touchscreen. Apple's 
competitors are trying to introduce competitive 
slates, but for now, the market really belongs to 
Apple. When evaluating the iPad, the biggest 
difference between it and a netbook isn't really 
the price as much as the usage model. A net- 
book is meant to be used much the same way 
you've probably used a computer in the past. (A 



netbook is less powerful than a typical note- 
book, though. Don't expect it to offer the per- 
formance that your notebook provides.) An 
iPad is different because of its touch interface 
and the way Apple distributes software. 

Installing an application on an iPad is iden- 
tical to the same process on the iPhone; you 
purchase and download the software from 
Apple's App Store. This partially limits the va- 
riety of software you can use on the iPad (and 
the iPhone) because Apple curates the appli- 
cations it approves for sale through the App 
Store. Don't let this deter you, however; there 
are tens of thousands of apps available, and 
some of them arguably have no peers in the 
traditional PC world. 

Both netbooks and iPads are well- suited for 
traveling. They're light, have good battery life, 
and allow you to do a wide variety of tasks 
without feeling like you've brought too much 
with you. If you think you might use the iPad 
for extensive writing, you'll probably want to 
plan on purchasing a Bluetooth keyboard. 
The iPad has an on-screen keyboard, but it's 
ill-suited for long typing sessions. 

Predicting Apple's pricing and release 
schedule is awfully tricky. Our recommenda- 
tion would be to try out the iPad in person, 
using it with the applications that you would 
need on your trips and vacations. Then do the 
same with the netbook and see which device 
fits your needs the best. I 




Hardware 



QI have a flash drive that connects to the 
USB port in the back of my computer. I 
saved files to the flash drive, but now I can't re- 
trieve them. I keep getting a message that says I 
need to insert a CD into the G: drive (which I 
don't have until I connect the flash drive). How 
do I get the data off the flash drive? 

A This problem usually occurs when 
Windows has already reserved the G: 



drive for a different device. To rectify the 
problem, click Start, right-click Computer, and 
select Manage. Next, select Disk Management 
and you'll see all of the hard drives in your 
computer, as well as your flash drive. Right- 
click the flash drive and select Change Drive 
Letter And Paths. Change the drive letter to 
something such as Q: or R:, as these are usually 
unused by Windows. Now, you should be able 
to access the data on your flash drive. I 
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Tech Talk 



Answers to users' most common questions about Hard Drives 



Drives that 

spin their hard 

disks at a 

higher speed 

generally 

provide better 

performance. 



Q, 



> What is a hard drive? 

A hard disk drive stores data in tiny 
magnetic regions on spinning aluminum 
or glass platters. The drive uses a swing- 
ing armature to move read/write heads 
across the surfaces of the disks, not quite 
touching them. 

A hard disk drive is the most common type 
of mass storage device used in computers. 
Unlike RAM, it "remembers" data even when 
the PC is turned off, including the OS (oper- 
ating system), such as Windows; applications, 
such as the Firefox browser; and user data, 
such as digital photos and text documents. 




Q, 



. How much can a hard drive store? 

Today's 3.5-inch desktop drives — the 3.5- 
inch part refers to the approximate diameter of 
their platters — can store up to 3TB (terabytes; 
approximately 3,000GB). Laptop drives, called 
2.5-inch drives, are physically smaller and can 
hold only 1TB or less. A 3TB drive can store 
roughly 1 million photos, 600,000 songs, or 
300 hours of high- definition video. 

QWhy do hard drives have less capacity 
than advertised? 

Once you connect a hard drive to your PC 
and prepare it for use (such as by initial- 
izing, partitioning, and formatting it with a 
drive letter such as C:), you'll probably find 
that its usable capacity is several percentage 
points less than the drive's advertised 
amount of storage space. 

The main reason for this is that a terabyte is 
actually 1,024GB, not 1,000, just as a gigabyte is 
actually 1,024MB, and so on. Hard drive ven- 
dors market their drives using the rounded 
(and numerically lower) figures, with the result 
that a 1.5TB drive actually holds a little less. 



In this photo 

of a WD (www.wdc.com) 

hard drive's internal components, you can 

see its magnetic platters and the armature that moves 

its read/write heads back and forth across the disks. 



QHow does a hard drive's speed affect my 
computing experience? 

Quite a lot, actually. It might surprise you to 
learn just how much PC time you spend waiting 
for data to be read from or written to the hard 
drive during bootup, shutdown, application 
loading, and virus scanning. In fact, installing a 
faster processor and additional RAM will make 
little difference to performance if the bottleneck 
is actually a slow hard drive. 

Set a defragmentation utility to run automat- 
ically. This will speed up drive accesses by 
keeping large files intact on the platters instead 
of being stored in bits and pieces around the 
disks. Also, when you're ready to buy a new 
drive, buy a fast one. 

Qlf I want to buy a fast hard drive, what 
should I look for? 

Drives that spin their hard disks at a higher 
speed generally provide better performance. For 
example, a 10,000rpm desktop drive can 
outperform most 7,200rpm units, while a 
7,200rpm notebook drive often bests 5,400 or 
5,900rpm laptop models. (If your laptop is sev- 
eral years old, it may require a 44-pin IDE 
[Integrated Drive Electronics] drive instead of 
a more modern SATA [Serial Advanced 



90 February 2011 / www.smartcomputing.com 



Tech Support 



Technology Attachment] drive 
with L- shaped connectors.) 
Also, a drive with a bigger 
cache, such as 64MB instead of 
32MB, can sometimes supply extra 
speed. The cache temporarily stores 
a copy of recently accessed data in 
case the computer asks for it again 
shortly after. If the requested data is 
still in the cache, the drive can resend 
it without waiting for it to be read 
from the platters. Cache memory is 
volatile, however, and loses its data 
when the PC shuts down. A faster al- 
ternative to a new hard drive is an 
SSD (solid-state drive). 



q. 



: What is an SSD? 

This increasingly popular mass 
storage device is based on flash 
memory, albeit a faster type than the 
chips used in USB flash memory 
drives. Flash is nonvolatile, like a hard 
drive, so it retains data when powered 
down. Usually sold in a 2.5-inch form 
factor, an SSD can radically speed up 
operations, such as bootup, that in- 
volve reads and writes of many small 
files. This happens largely because 
flash memory doesn't have to wait for 
a read/write head to travel to a certain 
point on a rotating platter as does a 
hard drive. Current generations of 
SSDs also handily beat hard drives at 
reads and writes of large files. They 
also run silently on less power than 
hard drives, and they're less fragile. 

SSDs' major drawback is their high 
cost per gigabyte, although prices are 
falling. Ninety dollars will buy you a 
2TB hard drive, but only a 64GB SSD 
(with a rebate). Thus many users in- 
stall an OS and apps on a modest- 
sized SSD, and save personal files on a 
big, economical hard drive. An alter- 
native to this is a hybrid drive. 



Q. 



. What is a hybrid drive? 

A hybrid drive is a hard drive with 
a small amount of SSD-type flash 



memory on board. By employing al- 
gorithms to store frequently accessed 
files in 4GB or so of nonvolatile flash, 
a hybrid drive can shorten boot and 
shutdown times, load apps more 
quickly, and make the PC feel perkier. 
A hybrid can't entirely match the per- 
formance of a full SSD, but it comes 
close, and it does boast hundreds 
more gigabytes of storage space. 

Early hybrids relied on the OS — 
specifically, Windows Vista — to de- 
termine which bits of data to cache in 
their flash memory. Because they 
didn't deliver much more perform- 
ance for the money, early hybrids dis- 
appeared from the market. Vista's lack 
of popularity didn't help, either. 
Fortunately, current hybrid drives are 
self-sufficient, so they can pep up a 
computer no matter what OS it runs. 
Recent hybrids' performance is also 
well worth their small price premium 
over rank-and-file hard drives. 



3.5-inch external drives, 2.5-inch 
models are considered tough 
enough to be portable. Also, most 
2.5-inch drives are able to get both 
power and data through a single 
USB cable. 

QWhat is an Advanced 
Format drive? 

Some new hard drives store data in 
sectors (virtual divisions) 4KB in size, 
eight times larger than the previous 
512-byte standard. This Advanced 
Format system makes possible capac- 
ities beyond 2TB. Also, a 4KB sector 
has more room for error correction 
code, allowing for the use of better al- 
gorithms to prevent data corruption. 

When formatted with a supportive 
OS, such as Windows 7, an Advanced 
Format drive can provide more 
speed, data reliability, and usable 
storage space than a traditional drive 
of the same capacity. Note that a drive 




Zalman's S-Series of SSDs ($79.99 

to $229.99; www.zalman.com) 
gives you some relatively 
economical options for speeding 
up program loads, OS 
bootup/shutdown, video 
processing, and more. 



q. 



. What is an external drive? 

An external drive comes encased 
in an enclosure and preformatted 
to receive data such as backups. 
They most commonly connect to a 
computer via a USB 2.0 cable, al- 
though some support Firewire or 
the much faster USB 3.0 or eSATA 
(external SATA) interfaces. Unlike 



larger than 2.19TB may require an 
adapter card to access all of its storage 
space, namely an adapter with a drive 
controller that supports 64-bit LBA 
(logical block addressing). And if you 
plan to install an OS on the new 
drive, you may need to buy a new 
motherboard with EFI (Extensible 
Firmware Interface) support. I 

by Marty Sems 
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Action Editor 



Are you having trouble 
finding a product or get- 
ting adequate service 
from a manufacturer? If 
so, we want to help solve 
your problem. Send us 
a description of the 
product you're seeking 
or the problem you're 
having with customer 
service. In billing dis- 
putes, include relevant 
information (such as ac- 
count numbers or screen 
names for online ser- 
vices) and photocopies 
of checks. Include your 
phone number in case 
we need to contact you. 

Letters may be edited 
for length and clarity; 
volume prohibits indi- 
vidual replies. 



Write to: 
Action Editor 
P.O. Box 85380 
Lincoln, NE 68501-5380 

Or send an email to: 
actioneditor@smart 
computing.com 

Or fax us at: 
(402)479-2104 



An Overcharge, A Flawed 
Update & A Symantec 'Trial" 




I downloaded a trial version of Pinnacle Studio 
14, used it for a bit, and set it aside. The trial pe- 
riod ran out, and eventually I went into my trial 
program and clicked the Purchase button, but 
nothing happened. I waited for a while and then 
went to the company's Web site and ordered 
the program. I received the disc and was 
charged $105 on my credit card. However, I 
checked my account later and found that not 
only was that charge on my account, but there 
was also another charge from Pinnacle Systems, 
this one for the downloaded version I never re- 
ceived. I've sent several emails, but I can't get 
anyone at Pinnacle to understand I'm being 
charged twice for a program I received once. 

John D. 
Tremonton, Utah 

We spoke with Pinnacle, whose repre- 
sentatives seemed anxious to make 
things right. After checking their 
records, they determined that John 
had indeed been charged twice for 
the same program, and they noti- 
fied us that they would be cred- 
iting John's account. When we 
checked with John a few days later, his 
credit card had been credited for the ap- 
propriate amount, reflecting a refund of one of 
the two purchases. 

Several months ago, I downloaded an update 
from Apple for my iPod touch. The update ap- 
parently corrupted the App Store app, which 
now refuses to accept my personal password, 
even though I can sync via my laptop using the 
same password. I contacted the iTunes support 
staff and spent several hours working with 
them to no avail. I was eventually referred to 



another division at Apple, which wanted about 
$30 to resolve the problem. After several more 
hours on the phone with no solution, the prob- 
lem was to be forwarded to engineering. I even- 
tually called and asked for my money back, 
because no one had solved the problem. In the 
meantime, there has been no resolution. I can 
neither upgrade nor use this app. 

Gerald M. 
Ft. Walton Beach, Fla. 



After we spoke with Apple, the company esca- 
lated Geralds issue, sending it to an Apple engi- 
neer who called Gerald to work with him on the 
problem. After spending over two hours on the 
phone trying to figure out what was going on, the 
engineer was able to get iTunes and the App Store 
working correctly, and Gerald's iPod touch is 
once again able to connect to Apple's App Store. 

Symantec sent me an email offering a free on- 
line upgrade to Norton Internet Security. I took 
the offer, and several hours later I had a new 
program— but all of my original log-ins were 
gone, and the program was running as a trial 
version. Currently I have 18 days left on the trial 
version and have no idea what to do when it 
runs out. I've sent three emails so far, but have 
received no response from Symantec. 

Nina E. 
Emery, S.D. 

The Symantec representative with whom we 
spoke seemed happy to have an opportunity to 
help resolve Nina's problem. After we spoke, the 
rep called Nina, arranged to send her a replace- 
ment disc, and offered to help her install it when 
it arrived. I 
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Tales From The Trenches 



On The Move 



by Gregory Anderson 



There's no question that mobile computing is a huge 
part of modern working life. Cliches about busi- 
nesspeople glued to their BlackBerrys and road war- 
riors jockeying for outlets at the airport exist for a reason. 
I've been guilty more than once of egregious train typing or 
blatant conference -calling from the lobby. Is it obnoxious? 
Maybe. Does it make me more productive? Probably. Do 
these extra tools introduce new problems and risks? 
Without a doubt. Whether you 
combine work and play on a per- 
sonal laptop, hit the road with a 
company-issued smartphone, or 
manage your office's mobile tech- 
nology, there are a few tips I've 
found that help mobile tools keep 
you moving forward. 

Security is the most obvious and 
pressing problem for working on 
the go. Important and sensi- 
tive work data (not to mention 
personal information) is stored 
throughout your devices. Losing an 
unsecured phone or flash drive can 
cost a lot more than some extra 
cash and lost time. Depending on 
who ends up with it and what they 

do with it, you could be in hot water or, at the very least, 
jeopardize important work. Do the smart thing. Password- 
protect everything, even your phone. I know it seems like a 
pain to type in a few digits every time you want to make a 
call or look something up, but I know from personal expe- 
rience that the hassle isn't so bad once it becomes a habit. I 
am also familiar, unfortunately, with the relief that comes 
from knowing that a BlackBerry left on a plane or a laptop 
stolen from a rental car won't easily open up for just anyone 
to browse around looking for mischief. 

Encryption, both of data and access to it, takes secu- 
rity a step further. Sensitive or confidential data of any 
variety should be encrypted wherever it's stored. That 
includes hard drives, USB flash drives, and smartphones. 
Decide what's appropriate based on your own situation. 
I've worked at all ends of the spectrum — from freeware 
organizations with wide-open windows to small home 
businesses locked down tighter than Fort Knox. 
Basically, figure out what's the worst that could happen 
if you were hacked and then act accordingly. 




Mobile security isn't all about passwords and encryp- 
tion, however. I've learned more about people's companies 
(not to mention their kids' illnesses and sisters' love lives) 
in coffee shops and boarding areas than I have any busi- 
ness knowing. Be cautious and conscious of your sur- 
roundings. Don't work on confidential legal briefs in a 
crowded waiting room. Don't discuss HR affairs or gossip 
about the boss at the food court. "Working lunches" are all 
well and good, but you don't want 
to end up paying for a week of 
lawyers' dinners, too. 

It's important to be prudently 
cautious, but don't ignore oppor- 
tunities for efficiency either. 
Make sure that the software on 
your mobile and nonmobile de- 
vices plays nice together. If your 
desktop PC is committed to run- 
ning Microsoft Office, it's prob- 
ably not the time to experiment 
with other suites for laptops or 
phones. Sure, you can make them 
all work together, and you may 
even save a few bucks. But if the 
goal is to move effortlessly be- 
tween all environments, consis- 
tency is the key. By the same token, whether you're 
deploying an army of sales reps or a team of teenagers, 
standardizing devices and combining connectivity plans 
will help save time and money when it comes to replacing 
hardware and paying the bills. 

Finally, stress safety. Mobile computing has a time and 
place, and behind the wheel of a moving vehicle is nei- 
ther. Nor should you, or anyone you work with, be en- 
grossed in reviewing a presentation while walking down 
the street. Trust me — it only takes one close call with a 
cab or city bus to get scared straight. Set policies for 
yourself and others and hold everyone accountable. You 
don't want an accident on your insurance or, more im- 
portantly, on your conscience. I 



and several other technology publications. He keeps a sharp eye 
(with the help of thick glasses) on computing trends and enjoys 
working with geeks of all stripes— most of the time. Share your 
mobile maladies at gregory-anderson@smartcomputing.com. 
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Each month, the Smart Computing staff gets to work with all kinds of new computing and 
consumer electronics products. Here are some of the favorite items that crossed our desks. 



Arc Touch Mouse 

$69.99 I Microsoft I store.microsoft.com 

The Arc Touch Mouse 
builds on the 
premise of its prede- 
cessor, the Arc 
Mouse, which de- 
buted in 2008— the curved de- 
sign remains true to its name, the 
nano transceiver again stores magneti- 
cally on the underside, and it still in- 
cludes Microsoft's BlueTrack Technology, 
which lets the mouse support most surfaces. The new Arc 
Touch features a collapsible design for extreme portability. 
(Collapsing the mouse also turns it off.) When you are ready to 
use it, simply pop up the tail end; this automatically turns on 
the mouse. A touch strip, located between the left- and right- 
click buttons, lets you scroll, flick, and tap your way through 
pages. And, the mouse uses haptic vibration technology, so it 
feels and sounds just like a traditional scroll wheel. 

by Linne Vavrina 




Charge Anywhere 

$39.99 I iGo I www.igo.com 




When my devices are running low 
on juice, it never fails that there are 
no outlets or USB ports in sight. 
The iGo Charge Anywhere features 
an internal battery to charge almost 
any device— no outlet, no problem. 
The Charge Anywhere works as a 
wall charger using the included USB 
cable; as it charges your device, it 
also charges its internal battery so 
that it can later charge your devices 
wherever you are: on an airplane, 
on vacation, or in the car. It can even 
charge two devices simultaneously. 
The charger includes one tip of your 
choice, but you'll need to purchase 
additional tips (most are around $10) 
to fit your other devices. 

by Linne Vavrina 



ScanFast Checkpoint-Friendly Briefcase 2.0 

$99.99 I Mobile Edge I www.mobileedge.com 

The Mobile Edge ScanFast collection of laptop cases features a 
checkpoint-friendly design that lets you pass through airport secu- 
rity screening without having to remove your laptop from its case. 
The ScanFast Briefcase 2.0 is not only checkpoint-friendly, but also 
eco-friendly: It's made from DuPont Sorona (a material produced 
from corn), which reportedly involves lower greenhouse emissions. 
The Briefcase 2.0 fits laptops up to 16 
inches (MacBooks up to 17 inches), and 
it includes a separate padded laptop 
slot and several pockets for ac- 
cessories. Its shock- 
absorbing elastic shoulder 
strap fit comfortably, even 
when I wore the briefcase 
messenger-style. The case is 
attractive, and more impor- 
tantly, it's durable, but 
Mobile Edge throws in a life- 
time warranty, just in case. 

by Linne Vavrina 



I www.smartcomputing.com 




mophie workbook 

$49.95 I mophie I www.mophie.com 

The iPad is a device that often finds itself shuttling 
between the home and the office, so it needs a case 
that works well (and looks good) in both environ- 
ments. The mophie workbook is one such case. I 
found the workbook to be sturdy: The cover gives the 
iPad's screen solid 
protection and the 
strap (responsible 
for holding the case 
closed) is tough 
and securely at- 
tached. That strap 
also gives the case 
just enough of a ca- 
sual look that it 

doesn't seem out of place at home, while the faux 
leather makes the case fit right in at the office. The 
workbook's ability to prop the iPad at an angle (of 
your choice; adjustment is effortless) seals the deal. 

by Joshua Gulick 
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But backing them up automatically 
is just $55 a year. 



Trust Carbonite for unlimited, automatic 
backup of your computer files. 

A hard drive crash, virus or even a simple accident 
can wipe out your computer files in seconds. Protect your 
photos, music, email and other irreplaceable files with 
Carbonite - the online backup service trusted by more 
than one million people. 

Carbonite automatically backs up your files whenever 
you're connected to the Internet. Backup space is 
unlimited, and everything is encrypted so your data 
remains secure and private. When you need to recover files, 
getting them back is easy - you can even access your files 
remotely from any computer or on your smartphone. 

Start your free trial today at Carbonite.com with 
offer code CB272. 

©201 1 Carbonite, Inc. 



• Unlimited online backup 

• Automatic & continuous 

• Encrypts files for privacy 

• Installs in minutes - PC or Mac 

• Trusted by more than 
1 million customers 

• Access files from any computer 
or smartphone 

TRY IT FREE! 



Visit carbonite.com or /Vr 
call 1-800-284-9630 



*Start your free trial with code CB272 and get 
2 FREE months upon purchase 



Act now to protect your valuable computer files. 



Photographs 
Tax Records 
Email 



Financial Records 
Letters 
Business Plans 



Calendars 

Contacts 

Music 



Homework 
Documents 
Bookmarks 



Graphics 
Payments 
Recipes 






CARBONITE 

Back it up. Get it back? 



